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AUDUBON CITY COUNCIL AGENDA
Special Meeting
December 2, 2022 ~ 4:00 PM
Audubon City Hall
ZOOM Link

. CALLTO ORDER

. ROLL CALL

. RESIGNATION OF CITY CLERK/TREASURER

. POSTING OF CITY CLERK/TREASURER POSITION

. ADJOURNMENT


https://us02web.zoom.us/j/81795438901
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Resignation of City Clerk/Treasurer

Audubon City Council Members,

| write this letter to you notifying you of my resignation as your city clerk-treasurer effective December 9, 2022.
Sincerely,

Stephanie C. Poegel

Posting of City Clerk/Treasurer Position

The City of Audubon is seeking a City Clerk-Treasurer. This individual performs supervisory and administrative work
coordinating City and EDA operations, bookkeeping, conducting elections and performs related duties as required.
Minimum qualifications include: 5 years’ experience in business finance and accounting or 3 years’ experience in city
government finance/accounting. A full job description and application are available on the City website.

Salary range for 2023 is $20.07-$26.98 per hour. Applications will be accepted until 4:30 PM on Monday, November
28™, 2016. For more information, call City Hall at 218-439-6582. Return completed applications to City of Audubon, PO
Box 263, Audubon, MN 56511 or may be dropped off at 357 4" St., Audubon. EEO

_irn, 1872 Effective Date: March 8, 2021
FLSA Status: Non-Exempt
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Box 263
Audubon, Minnesota 56511

218-439-6582 « Fax 218-439-3910
http://www.audubonmn.govoffice2.com/  DESCRIPTION OF WORK
General Statement of Duties: Performs supervisory and administrative work coordinating City and EDA operations,
bookkeeping, conducting elections and performs related duties as required.
Supervision Received: Works under the general and/or administrative supervision of the City Council.
Supervision Exercised: Provides general and technical supervision to the Clerk’s office.
TYPICAL DUTIES PERFORMED
The listed examples may not include all duties performed by the person in this position. Duties may vary from time to
time and are at the discretion of the Mayor or City Council.
ADMINISTRATIVE DUTIES
» Maintain personnel files including sick leave and vacation records; administer employee programs. (Insurance,

FLEX, ect.)
» Attend Council and EDA meetings and prepare meeting minutes; carry out Council/EDA directives and report
back as appropriate; prepare agendas and Council/EDA packets.
Oversee scheduling for the use of City facilities.
Oversee purchase of office supplies.
Attest Mayor’s signature of official documents wherever required and maintain responsibility of the City Seal.

Oversee or arrange publication of meetings and ordinances in accordance with statutory requirements.
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Administer oaths and affirmations, and take and certify acknowledgments as required or sanctioned by law.

The City of Audubon is an Equal Opportunity Lender, Provider and Employer.


https://audubonmn.govoffice2.com/index.asp?SEC=4B6F88D3-F271-465B-AF82-0652AD3D0537

A\

YV V V V V

>

December 2, 2022 Agenda Page 3

As required, answer city phones and provide information and assistance to the public on request. Assist them
by answering questions, researching records, directing them to the appropriate person or recording and
transmitting messages to city staff or officials.

Act as Personnel Officer for the City; coordinate the hiring process.

Promote effective community relations; promote and publicize activities in the City.

Maintain log of incidents for OSHA; post OSHA reports; and process worker’s compensation forms and reports
within set time limitations.

Prepare State Jobs and training quarterly report; complete related forms and enter data and changes for each
employee.

Prepare unemployment compensation earnings reports and verify date of employment and reasons for leaving.
Calculate sales and use tax for utilities; and complete exception reports for industrial use exemptions.
Oversee management of the utility billing system; including: preparing monthly water and sewer sales/usage
and making journal entries to record billing figures.

Work with Public Works to prepare various annual reports for water and sewer.

Draft ordinances, resolutions, and policies for Council approval, utilizing the City Attorney and others as need.
Determine possible solutions to problems and present alternatives for review by the Council.

Work with the Public Works to calculate utility rates and recommend to the council.

Track assessments paid and verify and coordinate record keeping for tax monies with the County; work with
engineers and attorneys to calculate individual assessments in accordance with regulations.

Organize, plan and execute community festivals with assistance from City Staff and Festival Committee.

TREASUREY/FINANCE DUTIES

>
>
>

Maintain a records retention system.

Work with auditors at year-end and prepare reports as needed.

Monitor cash flow to ensure sufficient funds are available. Track due date of investments; and invest funds in
accordance with State guidelines and sound financial practices.

Prepare payroll for City employees.

Prepare and submit a variety of reports and forms including sales tax; PERA, 1099’s; W-2’s; State and Federal tax
and quarterly reports; and special project reports.

Solicit quotes/prepare information of annual renewals of property, liability, workers comp, and health
insurance. Work with Agent(s) to review/adjust coverage.

Gather and prepare information to be used for grant applications.

Generate financial statements and cash balance fund reports for the City Council.

Oversee the billing, receipt and recording of utility bills.

The City of Audubon is an Equal Opportunity Lender, Provider and Employer.
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KNOWLEDGE, SKILLS, AND ABILITIES
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Working knowledge of computerized financial systems.

Working ability to supervise staff.

Considerable knowledge of City operations ordinances, standards and generally accepted practices related to
financial reporting/record keeping.

Considerable knowledge of payroll and billing practices and procedures, including required reporting.
Considerable knowledge of laws, rules, regulations, and procedures; and forms applicable to City government.
Considerable knowledge of the standards and methods of customer account maintenance using an automated
system.

Considerable knowledge of election procedures and requirements.

Working knowledge of records retention requirements.

Considerable ability to perform mathematical calculations and maintain accurate records.

Considerable ability to establish effective working relationships with City staff, auditors, elected officials, State &
County officials and the general public.

Considerable ability to research and analyze data, determine alternatives and make recommendations.
Considerable ability to hear and speak when conversing in person or by phone.

Considerable ability to read reports, correspondence, computer screens and other documents.

Considerable ability to sit for long periods of time.

Considerable ability to account for and handle money.

Considerable ability to prioritize work, meet deadlines, and work both independently and on a team.
Considerable ability to determine appropriate resolution to utility billing complaints.

Considerable ability to type and enter information into an automated system with speed and accuracy.
Considerable ability to use fine motor skills and manual dexterity to type and write.

Considerable ability to learn a variety of rules, regulations, and procedures and be able to adapt to frequently
changing requirements.

Working ability to operate a telephone.

Working ability to bend and left boxes weighing up to 30-40 pounds.

Working ability to twist, turn, push, pull and stoop on occasion.

Working ability to maintain certification in First Aid and CPR.

MINIMUM QUALIFICATIONS

>

Five years’ experience in business finance and accounting or three years’ experience in city government

finance/accounting.

The City of Audubon is an Equal Opportunity Lender, Provider and Employer.



