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City of Seattle Legislative Department Seattle City Council – Office of the City Clerk Job Announcement The Office of the City Clerk (OCC), a division of the Legislative Department has an outstanding opportunity for an experienced Deputy City Clerk. This position is responsible for managing the flow of legislative records, maintaining the official record of City Council actions, and providing reference and guidance regarding the Washington State Open Public Meetings Act (OPMA), General Rules and Procedures of the City Council, parliamentary procedure, and the full scope of the legislative process. The position provides support for nine standing City Council committees and multiple select Council committees, balancing multiple deadlines and priorities. Deputy City Clerks participate in work teams on matters relating to the legislative process and public access to information and provide support in the creation and maintenance of legislative and election planning calendars in accordance with state and local laws. The successful candidate will have a demonstrated ability to thrive in a fast-paced dynamic environment, possess superior communication and training skills, use independent and discretionary judgment, be self-motivated and able to prioritize, plan, and initiate work activities and improvement initiatives, while working effectively in a team setting, periodically alternating responsibilities and other duties assigned. This at-will appointment serves at the discretion of the City Clerk. Responsibilities: Legislative Process Management  Staff Full Council, Budget Committee and Select Committee meetings and public hearings, monitor public comment, and record all actions taken by the City Council in compliance with Seattle’s General Council Rules and Procedure (“Council Rules”), OPMA, Seattle Municipal Code and City Charter.  Manage the following related legislative processes which include complex administrative, technical, and analytical tasks involving the use of independent judgment and personal initiative: o Prepare agendas, scripts, and minutes for Full Council Meetings o Serve as Parliamentarian, OPMA and Council Rules advisor o Develop and maintain procedures and tasks supporting the implementation of Council Rules and statutory requirements o Manage the City Council’s master meetings calendar o Work with a variety of staff citywide on matters related to legislation, committee agendas, public meetings, and document submittal  Manage and administer the City Council Legislative and Committee Agenda Process utilizing an automated legislative management workflow system (Legistar); serve as a subject matter expert and power user to assist and train other system users.



Training, Standards and Procedures Management  Maintain updated and documented legislative standards and procedures  Train stakeholders and staff on legislative processes, the OPMA, Council Rules, parliamentary procedures, and processes related to the City Council meetings  Participate in the development and execution of city-wide legislative training in partnership with the Executive, City Budget Office, and Law Department  Maintain civic resources relating to the City's governance structure and legislative processes  Provide legislation reference support to Legislative Department staff, City staff, and the public Elections and Initiatives  Maintain updated constituent guidelines on citizen initiatives, referenda, and City Charter ballot measures in compliance with local and state law  Support the City Clerk in processing citizen petition filing processes  Develop election legislation planning calendars incorporating local, county, and state timelines Delegated Authority  In the City Clerk's absence, administer Oaths of Office for newly confirmed department heads and elected officials and serve as City Clerk signatory for legislative and election related documents  Manage all records related to the legislative process in accordance with established procedures and retention schedules  Respond to Public Records Act requests as appropriate  Maintain the Council Rules and Procedures and manage the biennial update and review process; implement policies and procedures that are in compliance with new or existing Council Rules  Oversee web content and layout for online information relating to the legislative process, e.g. Council calendar, agendas, legislation, Council Rules, elections, etc.  Support the City Clerk with implementation of statutory duties set forth by the WAC, Revised Code of Washington (RCW), City Charter, Ordinances, SMC, and IIMC. Required Qualifications:  Bachelor’s degree in business, political science, public administration or a similar field of study plus three (3) years of directly related experience or experience performing progressively responsible administrative/office management work; OR an Associate’s degree or paralegal certification with related coursework plus (5) years of experience as listed above  Proficiency with MS Office, image files, and database systems  Strong verbal, written, and interpersonal communication skills  Demonstrated ability to consistently meet daily and weekly deadlines and priorities  Strong attention to detail, including ability to proofread legal and technical writing  Adaptable to new procedures, processes, technologies, and interchanging job duties with coDeputy City Clerk  Demonstrated ability to work in close partnership with a co-worker or colleague  Ability to deliver training effectively  Ability to perform effectively while maintaining a professional demeanor during public and/or televised meetings  Adaptable to new procedures, processes, technologies and interchanging job duties with coDeputy Clerk



Desired Qualifications:  Three (3) years experience serving as municipal clerk and parliamentarian to a City Council or a combination of working effectively with the general public, elected officials, constituents, and the media  Working knowledge of basic parliamentary procedure and Seattle’s legislative process  Certified Municipal Clerk (CMC) designation  Registered parliamentarian  Training and presentation expertise  Experience working with elected officials  Ability to administer and manage databases for workflow management Application Process: Visit www.seattle.gov/jobs by 4:00pm on Tuesday, November 18, 2014 to complete an online application. Submit a cover letter and resume describing how your education and experience meet the qualifications of the position. Applications received without cover letter and resume will not be considered. The Legislative Department values diverse perspectives and life experiences; people of color, women, LGBTQ, people with disabilities and veterans are encouraged to apply. SALARY: LOCATION: JOB TYPE:



$37.66 - $43.88 Hourly City Hall, 600 4th Ave., Seattle, Washington Civil Service Exempt, Regular, Full-time
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