
POSITION OPENING 
 

CITY CLERK 
 
City Clerk:  This is an exempt position appointed by the Mayor and approved by City Council. Regular 
exempt full-time, confidential/At-Will position with benefits. 
Job Summary – Supervise, plan and coordinate the activities and operations of the City Clerk’s office; 
interact with other departments, outside agencies and the general public; provide highly responsible and 
complex staff reports to the City Manager/City Council; perform all the duties of the City Clerk  according to 
specifications set forth in Nevada Revised Statutes and City ordinances.  Serve at the pleasure of the City, 
subject to the terms of their employment agreement. 
Essential Functions:  Serve as a representative of the City of Mesquite, demonstrating a positive attitude and 
progressive actions through the display of professionalism, courtesy, and appropriate tact and discretion in all 
interactions with other employees and with the public; Supervise and coordinate the organization, staffing, and 
operational activities for the City Clerk’s office, including the recording of official documents and records 
according to the Nevada Revised Statutes and Ordinances of the City of Mesquite; Oversee preparation of 
agendas, and posting notices of all City Council meetings as required in the State’s Open Meeting Law.  
Oversee the preparation of supporting material and development of materials required for said meetings and 
distribute the supporting materials and agendas to each City Council member; Oversee the taking of minutes 
and record keeping of all City Council meetings; Maintain custody and direct the processing of official records 
and archives of the City including ordinances, resolutions, contracts, agreements, deeds, bond documents, and 
minutes and all other City records as required by local, state and federal laws; Develop and implement City-
wide records management procedures and programs including microfilming, archiving and destruction; review 
records retention and disposition schedule for all City Departments; Coordinate City-wide municipal elections; 
act as a liaison/registration officer for all city elections according to the cooperative agreement between the City 
of Mesquite and the Clark County Election Department, and ensure compliance with City/state laws related to 
municipal elections; respond to requests from the media and the general public; Receive and process formal 
petitions relating to affidavits of candidacy, campaign contribution and expenditure reports, financial disclosure 
statements, initiatives, referendums or recalls; instruct candidates concerning campaign financing requirements; 
examine and certify results; receive and process petitions relating to matters pertaining to the City; Swear into 
office and issue certificate of election of all elected members of City Council; Administer and maintain the 
rules/regulations/sales and records of the City Cemetery; Participate in the development and implementation of 
goals, objectives, policies and priorities for the operations of the City Clerk’s office; identify resource needs; 
recommend and implement policies and procedures; Select, train, motivate and evaluate City Clerk’s office 
clerical personnel; provide or coordinate staff training; work with employees to correct deficiencies; implement 
discipline and termination procedures; Coordinate and oversee office activities with those of other departments 
and outside agencies and organizations; provide guidance and direction to other departments in the development 
of reports, resolutions and other materials for submittal to the City Council; provide staff assistance; prepare 
and present staff reports and other necessary correspondence; Attend and participate in professional group 
meetings; stay abreast of new trends and innovations related to the City Clerk’s office functions and services; 
Keep and maintain the seal of the City.  Attest and sign all legal documents as required; Prepare and maintain 
an annual departmental budget; Maintain the office of a notary and perform all related duties thereof; Operate a 
variety of office equipment including: computer, ten key, folding machine, fax machine, copy machines, 
scanner, etc; Be dependable and meet acceptable attendance requirements at all times; Follow all applicable 
safety rules and regulations; Protect confidential information by preventing unauthorized release, both verbal 
and/or writing; Perform other related duties as assigned. 
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Knowledge/Skills:  Federal and State laws, codes and regulations governing the operational characteristics, 
services and activities of a City Clerk’s office; Principles and practices of records management including 
records retention laws; Principles of Robert’s Rule of Order and State’s Open Meeting Law; Principles, 
methods and general knowledge of manual and computerized records and information systems, record keeping, 
record filing, indexing, storage, and retrieval systems; Microfilming and reproduction methods, techniques and 
equipment; Election laws and procedures; Principles and practices of municipal budget preparation and 
administration; Principles of supervision, training and performance evaluation; General office and clerical 
skills; letter writing; report preparation; spelling, grammar and punctuation; Good public relations skills; 
Modern office procedures, methods and computer equipment. 
Ability:  Understand the organization and operation of the City, the City Clerk’s office, and of outside 
agencies as necessary to assume assigned responsibilities; Develop and administer an efficient records 
management system; Maintain complex records and ensure that records are maintained in conformance with 
established guidelines; Read and understand various City ordinances; Select, supervise, train, and evaluate 
staff; manage and coordinate the work of clerical personnel; Type at least 50 words per minutes; Perform 
responsible and difficult secretarial work involving the use of independent judgment and personal initiative; 
Communicate clearly and concisely, both orally and in writing; Establish and maintain effective working 
relationships with those contacted in the course of work, including a variety of City and other government 
officials; Prepare clear and concise reports; Work non-standard hours such as evenings, weekends and 
holidays; Travel and work extended hours as needed. 

Special Requirements:    Must be bondable, maintain notary status and live within the limits of the City of 
Mesquite within six (6) months of employment. 
License or Certification:  Certificate in Records Management preferred and must be or have the ability to 
become a Certified Municipal Clerk from the International Institute of Municipal Clerks.  Must possess, at the 
time of employment and continuously throughout employment, a valid Class “C” driver’s license. 
Education and Experience:  Bachelor in Business, Library and Information Sciences, Public Administration 
or similar degree and three years of increasingly responsible managerial, supervisory, or administrative 
experience in the fields of records management, office management, or a related field, preferably in municipal 
government. 
 
Salary Range:  $62,500 - $85,000/Annually 

 
DEADLINE TO APPLY:  Monday, July 6, 2009, by 4:00 p.m. 

 
 

HOW TO APPLY:  The employment application must be completed and submitted either by mail, fax, or 
hand-delivery.  Resumes WILL NOT be accepted in lieu of completed employment application.  The City of 
Mesquite Human Resources Department is NOT responsible for lost, damaged or late applications or other 
situations beyond our control which may arise and cause a delay in the application process.  Applicants are 
required to supply verification of education and any other stated minimum requirements of the position.  Failure 
to satisfactorily demonstrate that the minimum requirements of the posted position have been FULLY met will 
result in disqualification.   
 

City of Mesquite                   Posted:  Monday, June 8, 2009 
10 East Mesquite Blvd, Mesquite, NV  89027             Ads: 
(702) 346-5295 – Fax (702) 346-2795             GovJobs-DVT-Mesquite Local-Spectrum-CareerBuilder 

www.mesquitenv.gov              Jobs Available-NV Municipal Clerk Association 

 
Hours:  Monday-Thursday 7:30 a.m. – 5:30 p.m. – Friday 7:30 a.m. – 11:30 a.m. 
The City of Mesquite is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, The 
City will provide reasonable accommodation to qualified individuals.  The City of Mesquite encourages both incumbents 
and individuals who have been offered employment to discuss potential accommodations with the employer. 

http://www.mesquitenv.gov/

