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CITY OF YELLOWKNIFE

Job Description

September 2014
________________________________________________________________________________

POSITION TITLE:  Assistant Deputy Clerk 
POSITION NO: #120-107U

DEPARTMENT:      Administration 
DIVISION: City Clerk’s Office
LOCATION:  City Hall
SUPERVISOR'S TITLE:  City Clerk

________________________________________________________________________________

SUMMARY OF THIS POSITIONES
Under the general direction of the City Clerk, the incumbent is responsible for the provision of a full range of administrative, clerical and receptionist services to the City Clerk’s Division in politically and administratively sensitive areas.  The incumbent is also responsible for providing clerical and administrative assistance to the City Clerk with regard to municipal elections, records management, advertising, the public information program, Board of Revision and Development Appeal Board. The incumbent is also responsible for maintaining the Council and By-law sub webs, and advertising on the City’s internet websites. The incumbent assists the Deputy City Clerk as required and may be required to perform the duties of the Deputy in his/her absence.  
OUTLINE OF DUTIES
· Provides confidential administrative services to the City Clerk’s Division by:
-
Maintaining confidentiality in politically and administratively sensitive areas;
- 
word-processing correspondence and reports relating to Council and Administrative matters from prepared copy, rough notes, or as verbally instructed;

· maintaining a divisional mail log of incoming and outgoing correspondence, and being readily able to retrieve or trace documents as required;

· maintaining both the existing divisional, departmental and vital documents filing systems    and being readily able to locate and access required information, for the purposes of collecting information on current political issues and making information available to City staff and the public;

· contacting other departments and agencies on routine matters; 
·  assisting in the preparation of Council, Committee, Board of Revision and Development Appeal Board agendas, minutes and summaries through word-processing, copying, collating and preparing information packages for new members; 

· preparing and distributing all agendas, reports, minutes and summaries, according to established guidelines and procedures during the absences of the City Clerk and/or Deputy City Clerk;

· preparing and maintaining signed and sealed copies of minutes and by-laws;

· ensuring that by-laws are consolidated and distributed in a timely manner;

· preparing the Council Chamber and boardrooms for formal meetings by ensuring that coffee is made, water jugs are cleaned and refilled and the general tidiness and appearance of the rooms reflect an image of organized professionalism; 

· providing administrative services to the Division with regard to the City’s Records Management System by maintaining a list of files kept in the records storage room, preparing reports of files scheduled for destruction and assisting staff when searching for archived files;

· receiving and screening visitors;
· providing receptionist services including providing answers of a routine nature or referring the caller/visitor/electronic inquiry to the appropriate office, department or other agency and recording and relaying accurate messages;

· providing back-up services in the absence of the Executive Assistants, for the Senior Administrative Officer and other administration clerical staff;

· other related duties as assigned. 

· Assists with the coordination and conduct of all local government elections, local education district authority elections, plebiscites and referendums in accordance with appropriate legislation by:
· assisting in the coordination and conduct of enumeration and municipal election processes;

· assisting with the preparation of voters lists and election materials as established by the Elections Procedures Manual and Territorial legislation; 
· answering enquiries from the general public with respect to the voters list, polling stations, eligibility criteria, etc…
· Assists with the advertising requirements and public information functions of the organization by:
· coordinating and placing radio and print advertisements for all internal clients, ensuring deadlines are met, consistency is achieved, duplication is avoided and records of advertising services are kept; 
· gathering information from a variety of internal clients and sources for the coordination, editing and distributing of the City’s weekly information flyer for the purposes of ensuring the communication needs of the City’s internal and external clients are met;
· coordinating, reviewing and updating the content of various parts of the City’s internet website to ensure the information is accurate, up-to-date and relevant. 
SPECIFICATIONS 
KNOWLEDGE, EDUCATION AND EXPERIENCE
This position requires senior administrative skills and knowledge that includes the ability to work independently and requires professional communication and public relations skills that employ tact and diplomacy.  Incumbent must possess good administrative and organizational skills and the ability to assess and constantly evaluate priorities.  The position requires proficiency in the use of word-processing, desktop publishing and web-posting software.  There is a need for a high level of accuracy and attention to detail. 
The above are normally acquired through completion of a high school diploma and successful completion of an administrative diploma program and a minimum of three to five years of related experience.  Exposure to the legal field is an asset.   A Class 5 drivers license is also required (for delivery of the City’s weekly flyer to the sorting plant). 

RESPONSIBILITY 

DECISION MAKING

Decisions are of a routine nature and include screening calls and visitors, arranging appointments and meetings and routing documents and correspondence.

CONTACTS
This position works closely with the City Clerk and Deputy City Clerk in a busy office environment under deadline pressures to achieve the goals and objectives set out for the division.  A polite and professional manner is required as the incumbent has contact with the public and business community as well as other City departments.

PUBLIC SENSITIVITY
The incumbent must have the ability to work with tact, diplomacy and confidentiality when dealing with politically sensitive issues; adapt to and assist in the implementation of changes in organizational structure, remain abreast of current political issues, work effectively under pressure and with conflicting priorities, demonstrate initiative in responding to inquiries, establish and maintain efficient routines and work within prescribed deadlines. 
SUPERVISION

This position has no supervisory responsibilities.

COMPLEXITY OF WORK
Duties are varied, of major importance, and in general are performed according to established methods and procedures.  The ability to prioritize workload is important.  The incumbent is entrusted with privileged information therefore a high degree of discretion and diplomacy must be exercised.  Errors or mistakes could be costly and a source of embarrassment to the City Clerk’s Division, the Mayor, Council or to the City in general.  
The incumbent must have a good working knowledge of the history of the political and economic development in the community, operation of municipal government organizations, Territorial legislation and corresponding municipal by-laws. 

EFFORT

MENTAL
The position requires the ability to work independently and to balance multiple diverse projects in a fast-paced environment where priorities are frequently adjusted.  As such, it requires a high degree of mental concentration and meticulous attention to detail.   Substantial mental effort is required due to deadlines and the high volume of work. 
PHYSICAL

The position requires sitting at a workstation for extended periods of time, performing repetitive movements therefore the incumbent must understand and follow good ergonomic principles.  There is also the requirement for physical exertion when transporting boxes to and from storage and when delivering newsletters to the sorting plant.

WORKING CONDITIONS
ENVIRONMENT
The majority of tasks are completed in a regular office environment within City Hall.  Weekly delivery of the weekly newsletter requires the operation of a motor vehicle. 
HAZARDS
There are no hazards associated with the job.

I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.
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