
[bookmark: _GoBack]POSITION: City Clerk    PART-TIME: 22 hours/week    SALARY: $23,000-$28,000 commensurate w/experience, pension, no benefits
Submit resume by March 23, 2026 to:  City of Petersburg Clerk, P.O. Box 67, Petersburg, MI 49270	

SUMMARY: The City Clerk serves as an officer of the City in accordance with the City Charter and performs highly responsible administrative work coordinating the various functions that oversee the official business of the City. Work involves statutory compliance, recording the actions and maintaining the official records of the City and the City Council, conducting elections and providing support services to City Council, the Mayor, and the public. 

Essential duties and responsibilities of Clerk:
· Records Management: Maintains, updates, and archives all official city records, including ordinances, resolutions, and contracts.
· Council Meeting Management: Prepares and distributes council meeting agendas, records minutes (2 meetings per month), and ensures compliance with open meeting laws.
· Election Administration: Conducts and supervises elections, including candidate filings, ballot preparation, public communication, and hiring and training election workers. Maintains Qualified Voter File including registering voters. Attends countywide clerk meetings. Coordinates 9 days of early voting for state/federal elections along with Summerfield Township clerk.
· Public Information & Compliance: Acts as the official Freedom of Information Act (FOIA) officer to manage public record requests, and serves as a liaison between residents and city officials.
· Licensing & Permits: Issues and manages business licenses, permits, and other official municipal, state, or federal documents, including marihuana licensing.
· Administrative Oversight: Responsible for payroll and accounts payable, and acts as human resources administrator.
· Administers oaths of office for local elected officials.
· Orders office, DPW and building supplies.
· Provides administrative support to the Mayor, council and commissions.
· Manages cell phone account.
· Minor website management.
· Serves as notary public.
· Prepares and/or publishes copy for placement of legal notices and advertise bids, requests for proposals and other public notices.
· Manages liability, workers compensation, and employee health insurance accounts.
· Assists city forester with reports and documents.
Skills and Qualifications:
· Strong organizational skills and attention to detail
· Excellent written and verbal communication skills
· Knowledge of municipal laws and recordkeeping standards
· Proficiency in office software and document management systems
· Discretion and professionalism in handling confidential information
· Ability to work with elected officials, City staff, and the public
DISCLAIMER AND CONDITONS OF EMPLOYMENT: Employment is at-will and may be terminated with or without cause or notice by the City or the employee. The City reserves the right to add or change these duties of the position at any time. Employment is subject to a comprehensive background investigation, physical examination and drug testing. 

