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City Clerk 
City of Berkley, Michigan
Deadline: August 23, 2019

CITY OF BERKLEY

SNAPSHOT OF THE CITY
The Cit y  of  Berk ley  is  accept ing appl icat ions  for  a  Cit y  Clerk .   Berk ley, 
M ichigan,  a l ready the holder  of  ten “ The Best  Communit y  for….” accolades, 
th is  progress ive  c i t y,  mix ing an undeniable  urban v ibe with t ree - l ined c lose -
k nit  neighborhoods,  i s  one of  the area’s  most  sought  af ter  z ip  codes.

One of  Oak land Count y ’s  t rue gems,  Berk ley  has  a  near  per fec t  mix ture  of 
af fordabi l i t y,  locat ion,  and palpable  hometown warmth.   This  i s  why just 
over  15,000 people  cal l  th is  safe  2 .62 square mi le  fu l l -ser v ice  c i t y  home. 
Financia l ly  stable  and pol i t ica l ly  astute,  Money Magazine l i s ted Berk ley  as  the 
28th “Best  Place to  L ive” in  the countr y  in  2015! 

Located just  30 minutes  f rom al l  that  downtown Detroit  of fers ,  and in  the 
midst  of  a  st rong  regional  employment  base,  Berk ley  has  become a  choice 
locat ion for  commuters  and independent  entrepreneurs  who have created 
a  s ignature  downtown f i l led with independent  reta i lers ,  restaurateurs,  and 
tavern-keepers.

Berk ley ’s  Ci t y  Clerk ’s  O ff ice  is  an essent ia l  tenant  to  the Cit y  administrat ion. 
The Cit y  Clerk  is  responsible  for  providing overs ight  in  the areas  of  record 
retent ion,  FOIA process ing,  Ci t y  Counci l  suppor t ,  and elec t ions  to  name a 
few.   The Cit y  Clerk  wi l l  be  a  fu l l - t ime member  of  Berk ley ’s  management  team 
composed of  ta lented depar tment  direc tors,  and work  c losely  with the Cit y 
Manager ’s  O ff ice  to  provide a  posit ive  exper ience for  a l l  members  of  the 
communit y.  

The Cit y  Clerk  has  the oppor tunit y  to  work  with pass ionate communit y 
leaders  who have enthusiast ica l ly  embraced the oppor tunit y  that  comes 
with the migrat ion of  young profess ionals  into a  communit y  where many 
inhabitants  c la im three and four  generat ions  of  longevit y.

I n  order  to  f ind the 
r ight  candidate  for  this 
integral  posit ion,  the  
Ci t y  of  Berk ley  is  of fer ing 
a  sa lar y  range of  $58,000 
to  $65,000   (dependent 
upon qual i f icat ions 
and exper ience)  with 
a  competit ive  benef i t 
pack age.  

I f  you are  excited about  jo ining the Berk ley  team please submit  your 
appl icat ion mater ia ls  by  August  23,  2019.  The Cit y  of  Berk ley  is  an Equal 
Oppor tunit y  Employer.
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CITY OF BERKLEY

POSITION SUMMARY

OVERVIE W 
The Cit y  Clerk  ser ves  as  the of f ic ia l 
custodian of  the Cit y  Seal  and a l l  Ci t y 
records,  documents,  and ordinances. 
Within  the role  the Cit y  Clerk  ser ves 
as  administrat ive  suppor t  for  the 
Cit y  Counci l ,  administers  oaths,  and 
registers  voters.  The Cit y  Clerk  a lso 
ef fec t ively  organizes  and conduc ts 
a l l  nat ional ,  State,  and local  e lec t ions 
across  the Cit y ’s  seven pol l ing 
precinc ts. 

SUPERVISION AND OVERSIGHT
The Cit y  Clerk  repor ts  d i rec t ly  to  and is 
super vised by the Cit y  M anager. 

The Cit y  Clerk  has  overs ight  over  the 
Clerk ’s  Ser vice  Desk which includes  a 
por t ion of  the Treasur y  Depar tment. 
Direc t  super vis ion is  given to  the 
Deput y  Cit y  Clerk ,  E lec t ion Workers, 
and others  ass igned to  the Clerk ’s 
Depar tment.

CURRENT AND UPCOMING 
CLERK PROJEC TS & INITIATIVES 
• Local  Ci t y  Counci l  E lec t ions
• Developing and transit ioning to  e lec tronic  record keeping
• I mproving and updat ing current  forms and processes
• Evaluat ion of  the Cit y ’s  Freedom of  I nformation Ac t  process
• Preparat ions  for  the 2020 Pres ident ia l  pr imar ies
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CITY OF BERKLEY

ESSENTIAL JOB FUNCTIONS
• 	 Ser ves  as  of f ic ia l  custodian for  the safekeeping and management  of  a l l 

C i t y  records.  O versees  the codif icat ion of  ordinances,  cata logues,  f i les , 
and other wise  maintains  comprehensive record keeping systems for  a l l 
of f ic ia l  Ci t y  documents. 

• 	 Ac ts  as  of f ic ia l  custodian of  the Cit y  Seal  and administers  oaths 
of  of f ice.  Cer t i f ies  ordinances,  resolut ions,  contrac ts,  and other 
documents  requir ing a  Cit y  Seal .  Accepts  c la ims and other  legal  papers 
on behal f  of  the Cit y. 

• 	 Ser ves  as  the pr imar y  Notar y  Publ ic  for  the Cit y. 

• 	 Attends regular  and specia l  Ci t y  Counci l  meet ings,  records,  t ranscr ibes, 
and indexes  minutes.  Publ ishes  publ ic  hear ings  and meet ings, 
ordinances,  b id  adver t isements,  and a l l  other  legal ly  required not ices. 

• 	 P lans,  organizes,  and direc ts  a l l  aspec ts  of  depar tmental  operat ions 
including personnel ,  budget ing,  general  administrat ion,  and 
capita l  needs assessment.  Develops,  recommends,  and implements 
depar tmental  pol ic ies  and procedures,  internal  controls ,  and 
depar tmental  goals  and objec t ives  in  accordance with depar tmental 
needs,  Ci t y  di rec t ives  and legal  requirements. 

• 	 Par t ic ipates  in  the recruitment  and hire  of  depar tment  personnel 
d i rec t ly,  or  in  consultat ion with the Cit y  Manager.  Ass igns  work , 
super vises  personnel ,  evaluates  per formance,  and oversees  t ra ining 
and profess ional  development.  Takes  disc ipl inar y  ac t ion according to 
establ ished procedures. 

• 	 I ssues  munic ipal  and other  regular t y  l icenses  in  accordance with Cit y 
ordinance and other  regulat ions.  Conduc ts  a l l  b id  openings for  the 
Cit y. 

• 	 O versees  voter  registrat ion and conduc ts  e lec t ions.  Prepares  legal 
not ices,  cer t i f ies  pet i t ions,  i ssues  absentee bal lots ,  and develops  test 
decks  for  automated vot ing equipment.  Recruits ,  t ra ins,  and super vises 
e lec t ion workers. 

• 	 Responds to  inquir ies  and requests  for  information according to 
pol ic ies  and lawgs regarding access  to  publ ic  information.  Direc ts 
complex requests  through appropr iate  legal  channels  and refers 
speci f ic  quest ions  to  other  Cit y  depar tments. 

• 	 Conduc ts  research,  compi les  information,  and prepares  repor ts 
on a  var iet y  of  subjec ts  as  requested.  Ass ists  in  the preparat ion of 
ordinances  and resolut ions  as  di rec ted. 

• 	 Compi les  budget  information and submits  annual  budget  requests. 
Monitors  expenditures  and ensures  appropr iate  purchasing procedures 
are  ut i l ized depar tmental ly.  

• 	 Keeps abreast  of  profess ional  developments  and technological 
advances  in  publ ic  administrat ion and elec ts  and record management 
through cont inued educat ion and profess ional  growth.  Attends 
conferences,  workshops,  and seminars  as  appropr iate. 

• 	 Per forms re lated work  as  required.
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CITY OF BERKLEY

IDEAL CANDIDATE
QUALIFIED APPLICANTS:
The City of Berkley will only consider applicants who possess a passionate 
commitment for city administration and are capable of engaging residents and 
community partners to identify options and drive progressively forward.  In 
addition to being a dynamic and enthusiastic public servant, qualified applicants 
will have all or most of the following attributes:

• 	 A  Bachelor ’s  degree in  an appropr iate  f ie ld  that  di rec t ly  lends i tse l f  to 
the posit ion’s  responsibi l i t ies. 

• 	 Five  or  more years  of  exper ience in  a  responsible  execut ive  or 
administrat ive  suppor t  posit ion,  preferably  in  a  munic ipal  sett ing. 

• 	 Preference wi l l  be  given to  candidates  who are  a l ready commiss ioned as 
a  M ichigan Notar y  Publ ic . 

• 	 Preference wi l l  be  given to  candidates  who are  a  Cer t i f ied Munic ipal 
C lerk  or  are  in  the process  of  receiv ing the cer t i f icat ion.

WILL HAVE KNOWLEDGE IN:
• 	 Appl icable  laws,  ordinances,  and other  regulat ions  per ta ining to  records 

management  and retent ion,  publ ic  information,  and general  munic ipal 
administrat ion. 
 
Appl icable  Federal ,  State,  and munic ipal  laws governing e lec t ion 
administrat ion and voter  registrat ion. 

• 	 Advanced pr inciples  and methods of  modern of f ice  prac t ices  and 
procedures.

WILL HAVE SKILL IN:
• 	 Accurately  compi l ing and evaluat ing data  and inormation,  and prepar ing 

c lear  and accurate  repor ts.  

• 	 Maintaining complex record keeping and document  retent ion systems. 

• 	 Use and maintenance of  automated vot ing and off ice  equipment. 

• 	 Coordinat ing mult iple  tasks  s imultaneously  whi le  maintaining attent ion 
to  detai l .
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GENERAL CONDITIONS FOR 
EMPLOYMENT WITH THE CITY*:
• 	 M ichigan Vehic le  Operator ’s  L icense
• 	 Sk i l l  in  the use of  of f ice  equipment 

and technology,  inc luding 
computers  and re lated sof t ware, 
and the abi l i t y  to  master  new 
technologies

• 	 Abi l i t y  to  ef fec t ively  communicate 
and present  ideas  and concepts, 
and make presentat ions  in  publ ic 
forums.

• 	 Abi l i t y  to  establ ish  ef fec t ive 
work ing re lat ionships  and use 
good judgment,  in i t iat ive  and 
resourcefulness  when deal ing 
with res idents,  e lec ted of f ic ia ls , 
employees,  and profess ional 
contac ts

• 	 Abi l i t y  to  cr i t ica l ly  assess  s i tuat ions 
and solve problems,  and work 
ef fec t ively  under  stress,  within 
deadl ines,  and changes in  work 
pr ior i t ies

• 	 Abi l i t y  to  t ra in ,  super vise  and evaluate  the work  of  others
• 	 Abi l i t y  to  t ravel  to  var ious  locat ions  within  the Cit y
 
*Reasonable accommodations may be made to enable individuals with  
  disabilit ies to per form the job.

PHYSICAL DEMANDS AND WORK ENVIRONMENT:
The physical  demands and work  environment  charac ter ist ics  descr ibed here 
are  representat ive  of  those an employee encounters  whi le  per forming the 
essent ia l  func t ions  of  the job.   Reasonable  accommodations  may be made to 
enable  indiv iduals  with  disabi l i t ies  to  per form the essent ia l  func t ions.

Whi le  per forming the dut ies  of  th is  job,  the employee is  regular ly  required 
to  ta lk  and hear.   The employee f requently  i s  required to  use hands to 
f inger,  handle,  or  feel  and reach with hands and arms.   The employees  must 
v iew and create  maps,  p lans  and assor ted computer  f i les .  The employee 
must  occas ional ly  l i f t  and/or  move i tems of  l ight  weight .  

Whi le  per forming the dut ies  of  th is  job,  the employee regular ly  works  in  a 
business  of f ice  sett ing but  is  a lso  required to  work  in  the f ie ld  occas ional ly 
and attend meet ings  af ter  standard business  hours.  The noise  level  in  the 
work  environment  is  usual ly  quiet . 
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CITY OF BERKLEY

APPLICATION PROCESS

SUBMISSION DEADLINE: AUGUST 23, 2019

Application materials must be submitted via email to mbaumgarten@BerkleyMich.net  
by the deadline indicated above with the subject Line, “City Clerk Search.”  

To be considered for the position of City Clerk, application materials must include:
• 	 A  completed Employment  Appl icat ion ( found at  w w w.Berk leyM ich.org)
• 	 Cover  Letter
• 	 Resume
• 	 Three Profess ional  References  (Please submit  separate  f rom Resume) 

Candidates  desi r ing conf ident ia l i t y  of  their  interest ,  as  a l lowed for  and provided 
by M ichigan law,  must  indicate  such in  a  separate  subjec t  l ine  above the body of 
the cover  letter.  This  search is  conduc ted by an Equal  Oppor tunit y  Employer. 
 
More information about  Berk ley  can be found at  w w w.Berk leyM ich.org 
and quest ions  can be direc ted to  Cit y  Manager  Matthew Baumgar ten at 
mbaumgar ten@B erk leyM ich.net.


