HIRING OPPORTUNITY: CITY OF WATERTOWN

DEPARTMENT: City Clerk
POSITION TITLE: Deputy City Clerk

SALARY RANGE: $47,524 - $59,559

DISTINGUISHING FEATURES OF THE CLASS: This position exists in the City Clerk’s Office and involves
being responsible for recording, filing and issuing legal records and a variety of licenses and permits. The incumbent
is responsible for taking and transcribing meeting minutes for City Council meetings and for various other meetings
as determined by the City Clerk. The incumbent is responsible for preparing the monthly reports for New York State
as well as the daily cash reports for the Comptroller's Office. In addition, the incumbent assists the City Clerk in the
operation of the City Historian’s Office to include conducting research and helping with historical presentations as
determined by the City Clerk. The work is performed under the general supervision of the City Clerk with leeway
allowed for the exercise of independent judgment in carrying out details of the work.

MINIMUM QUALIFICATIONS:

Graduation from a New York State registered or regionally accredited college with an Associate’s degree in business,
public administration, public relations or related field

SPECIAL REQUIREMENT:

o Must obtain New York State certification as a Notary Public within one (1) year of employment.
o Must be a resident of the City of Watertown as required by Section 11-c (1) of the New York State Domestic
Relations Law to allow for appointment as a Marriage Officer in the City.

HOW TO APPLY: Apply through the online portal: https://watertown-portal.mycivilservice.com/jobopps

APPLICATION DEADLINE: 5/31/2026

Email civilservice@watertown-ny.gov for a complete job description.
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HIRING OPPORTUNITY: CITY OF WATERTOWN

Deputy City Clerk
Job Specification
Classification: Unclassified
Sartes: ity Clerk
Level; 1ofl

DISTINGUISHING FEATURFES OF THE CLASS: This position exists in the City Clerk’s Offce

anid myvolves bemg responsible for recording, fling and issuing legal records and a variety of licenses
and permis. The moombent is responsible for mibing and manscribing mesting mimaies for Ciy Coumcil
mestings and for varous other meetings as determined by the City Clerk. The incumbent is responsible
far preparing the moathly reperts for Nevr York Stmie as well as the daily cash repans for the
Comptroller’s Office. In addition, the incumbent assiss the City Clerk i the operation of the City
Hrstoran®*s Oilice 1o melude conducting research and belping with historical presentations as
determined by the City Clerk. The work is performed under the general sopervision of the Ciny Clark
with leeway allowed for the exercise of mdependent judzment in caying out details of the work

EXAMPLES OF WORK ACTIVITIES: (Mllustrative caly)

Issues and fles leral records imchading, but not limited to, birth and death certificates. marmiaze
licenses and busimsss licenses, WY 5 Racmg & Wagenng licenses, NY5 Dog lcenses:
Artends City Council meetings. takes and manscribes meeting mirmtes and disminames them
accordimely as needed;

Records and files claims agamst the City

Muamiains files on Cify documents. i.e. resolution. Local laws. ordinances;

Admimisters oaths of effice as needed:

Prepares reguined reports for NY'S as well as fnancial reporis for City Compiroller's Offee;
Assigls in the operation of the Ciry Histonan's OiTice;

Acts as 2 Mamage Offtcer performing wedding ceremoniss;

Acts for and in place of the City Clerk.

ITLL PEEFORMANCE KNOWLEDCE, SKILLS, AND ABITITIES:

Thorough kmowledge of the City of Watertorn as it relates to locatons. sireets, services oifered
by various agencies:

Thorough knowledge and proficiency in the wse of computers:

Good kmorledge of laws, rules and regulations pertainimg o the recording, filing and issuing of
municipal legal documents. certificates, licenses and permiis;

Good knorledgs of record retention schedulss and requirements:

Ability i record, issue and file documents, eic.;

Ability i ke and ranscribe acomate mesling minaies;

Ability iv handle money and prepase cash reports:

Ability i work with the public using @t and courtesy as well as following confidenriality mies
and rezulations n regard to the various legal documents on fle;

Ability iv communicate effectively orally and in vridng;

Physical condition commensurate with the demands of the posidon.
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HIRING OPPORTUNITY: CITY OF WATERTOWN

MINTMUM QUALTFIC ATTONS:

Ciraduation from a New Yodk State regrstered or reglonally accredited college with an Associate’s
degres In business, public admimisoaton, public relatons or relaied feld.

DRIVER'S LICENSE REQUIREMENT- ™o license requirsment.

SPECTAL ¥ECESSARY REQUIREMENT:

=  Must obtain New York State certification as a Notary Public within one (1) year of emplovment.
Mlusi be a resident of the City of Watertonn as required by Section 11-c (1) of the New York
Sate Domestic Feltons Law to allow for appeintment as a Mamiage Officer in the Ciry.

Classification history:

Approved: 61302005

Bevized: 12402014

Revisions approved by City Council

1
City of Watertown Civil Service Commission

225 Washington Street
Watertown, NT 13601
[315-TBR-7733 Deputy City Clerk Pag
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