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JOB DESCRIPTION  
Administrative Clerk/Assistant  
  
The Administrative Clerk/Assistant is one of the first points of contact for persons entering the Municipal Office. The Administrative Clerk/Assistant must always conduct themselves professionally and in a dignified manner. The Administrative Clerk/Assistant must be dependable and trustworthy in all aspects of their position.  
  
The Administrative Clerk/Assistant maintains the clerical duties of the municipal office (clerk), and acts as the assistant to the CAO (assistant). The Administrative Clerk/Assistant will be referred to from hereunder as Administrative Clerk. The Administrative Clerk should be able to perform other duties of the Finance Clerk in their absence.   
  
As a front of the line contact, along with the Finance Clerk, certain duties noted within this job description may be shared or delegated to the Finance Clerk but only if such duties are noted as such and approved by the CAO.  
  
RESPONSIBILITIES OF THE ADMINISTRATIVE CLERK AS REQUIRED BY THE RURAL MUNICIPALITY OF MOUNTAIN:  
  
General Administration Duties  

Customer Service Duties  
1. Ensure a high standard of customer service and professionalism to ratepayers, citizens, staff and members of Council.  
2. Responsible for responding to any general customer requests, including requests or inquiries that have been answered by means of a Council policy or By-Law, in a professional and timely manner. This includes requests submitted in person, via email, telephone, or through the municipal website.  
3. Maintain a general understanding of all municipal programs and services, to an extent that you would be able to respond to general inquiries or direct the inquirer to the appropriate person or authority (ie. Councillor, Reeve, CAO). This may include following up to ensure the inquiry was satisfied.
4. Maintain a general understanding of Provincial departments and their purposes to a degree that you are able to direct people to the appropriate department or contact.  
5. Preserve an in-depth understanding of the specific municipal programs that are provided within this job description, whether they have been delegated or remain under this job description. This would include any relevant permitting, procedures, By-Laws, or policies that are applicable to the program. See Municipal Program Specific Duties for example.
  
Clerical Duties  
1. Responsible for the delivery of information, including responding to emails, delivering, and receiving mail at the local post office, or notices to the appropriate department or person. 
2. The compilation and publication of all public notices, either required by The Municipal Act, the CAO, or a Council program. Advertisements must be clear and concise, consistent with municipal templating, and visually appealing.   
3. Updating and compilation of all manuals and other standing documents such as By-Laws and policies. This includes the maintenance of manuals such as the Workplace Safety and Health Manual, Employee Handbook, or Accessibility Plan.  

Reporting and Data Entry Duties  
1. Ensuring that all Council meeting minutes and duties assigned in relation to such minutes, are completed in a timely manner.   
2. Ensure all the records of the Municipality are retained in accordance with the requirements of legislation. Recommendations for destruction or preservation of documents be given to the CAO as necessary, or at a minimum annually.  
3. Responsible for the maintenance of the filing system, including electronic versions of such. This task may be shared with permission from the CAO.  
  
Financial Management Duties  
1. Responsible to collect, receipt, and store all monies belonging to the Municipality. This includes a well-rounded understanding of the General Ledger listing and appropriate receipting accounts.   
2. Understands Journal Entry procedures and can determine when certain entries are necessary and required. For example, when receipted to an inappropriate account.   
  
Municipal Program Specific Duties  
Duties under this section may be shared but cannot be delegated. It is the responsibility of the Administrative Clerk to maintain a thorough understanding of each of these programs and the requirements under each program. 

1. Planning and Development Programs 
This includes provisions found in The Planning Act, required by the Swan Valley Planning District, or other programs adopted by Council. Any development incentive programs approved by Council would be included within this category. 

2. Building Permit By-Law  
This includes required permitting, inquiries, and communication with the Building Inspector, but does not include enforcement.
 
3. Burning Permit System 
This includes the issuance, maintenance and communication of required permitting. This also includes updating appropriate authorities should a burning ban or other restrictions be set in place. 
 
4. Animal By-Law 
This includes the required permitting, as well as annual tracking of registrations/licensing systems. 
 
5. Public Information Management Systems  
This includes maintenance of the municipal website, and phone systems. 
 
Duties of the Finance Clerk that may be shared or delegated to the Administrative Clerk
Note: All shared or delegated duties must be first approved by the CAO.  
  
1. Weekly Deposits  
2. Accounts Receivable System Processes  
3. Road Maintenance Programs (dust control, snowplowing)  
4. Waste Disposal and Recycling Programs   

Assistant to the CAO Duties  
Scheduling and Appointments  
1. Responsible for travel arrangements and accommodation, including registrations for events, for both Council and staff.  
2. Renting/booking appropriate venues for special meetings of Council or staff.  
  
Reports/Documents  
1. Preparation of required grant applications, reports, or other material that is required by the CAO or Council.  
  
 Other Duties  
The Administrative Clerk must be aware and capable to complete the duties and tasks of the Finance Clerk in their absence.  
  
The Administrative Clerk must also preform any other duties as assigned by the CAO.  
  
The duties listed are not set forth for the purpose of limiting the assignment of work. They are not to be construed as a complete list of the many duties to be performed under the position title or those to be preformed outside an employee’s normal line of work.   
  
Administrative Clerk Core Skills  
To perform this job successfully, an individual must possess certain skills. These skills are detailed below and are not to be concluded as an exhaustive list.  
  
Technical Skills  
1. Fluent in all Microsoft programs;
2. Confident in using creative and editing programs;
3. Secure in knowledge of the Muniware accounting program and the modules that are assigned.
All technical skills must show evidence of application.
  
Communication Skills  
1. Must have the ability to express themselves to others clearly and professionally in conversations, interactions, and writing (both formally and informally).  
2. Effectively listens to others’ ideas, responses, and presentations to ensure understanding and the engagement of all parties. 
3. The ability to work co-operatively with others to produce innovative solutions, as well as complete assigned tasks unaccompanied. Work ethic should remain consistent despite working environment, project, or assignment.
4. Be aware and understanding of your workspace environment, and how this affects those that are working closely with you. Must remain organized and ready to help customers at your workstation, despite working on other projects. 
5. Embrace a pleasant attitude towards work, your co-workers and any other customers or council members on a daily and consistent basis. 
  
Analytical and Creative Skills  
1. The ability to tackle a problem by using a logical and systemic approach. Must be able to explain such approaches to others, both in person and in writing (for example: how-to manuals).  
2. Demonstrates the ability to handle a large workload, prioritize tasks, organize, plan, structure, delegate, and manage time effectively.  
3. The ability to look for innovative solutions to problems, and make recommendations, to better the effectiveness and efficiency of municipal programs and procedures. Must be willing and able to accept and adapt to changing procedures and regulations as required.
4. Must have the ability to focus on details but design material in a visual manner, appropriately designed for its intended audience.  
  
  
ACKNOWLEDGEMENT AND ACCEPTANCE OF THIS AGREEMENT IS SIGNIFIED BY THE SIGNATURES OF BOTH PARTIES TO THIS AGREEMENT BELOW.  
  
  
  
____________________				_______________________  
Admin Clerk						CAO  					



________________________				_________________________  
Date								Date  
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