
                                            CITY OF BURTON 
Public Posting Date:  Monday, September 30, 2019 

Apply by:  4:00 pm Monday, October 7, 2019   
 

VACANCY NOTICE 

 
The following position is available.  For full consideration, all interested and qualified candidates should apply by 

submitting a letter of application and resume to Mayor Paula Zelenko, City of Burton, by 4:00 p.m. on Monday, 
October 7, 2019                 

 

RECORDS TECH – CITY CLERK’S OFFICE 

REPORTS TO: 

City Clerk, Deputy Clerk 

 

QUALIFICATIONS: 
- Possess at least a high school diploma; college degree or equivalent work experience preferred 
- Possess and maintain a valid State of Michigan Driver’s License 
- Ability to work nights and weekends as needed 

 
SKILLS: 

- Proficient in use of personal computers, copiers, fax machines, calculators, scanners 
- Proficient in computer software programs, i.e.,  Microsoft Office Word, Excel, Publisher, Outlook, PowerPoint 
- Intermediate typing skills including e-mail, mail merge, and filing skills 
- Be self-motivated 
- Ability to work and make decisions independently using good judgment  
- Must possess the ability to maintain confidentiality 
- Ability to effectively communicate with a wide variety of individuals and constituencies, and answer their 

questions 
- Ability to meet the physical, mental, and visual standards of the job 
- Ability to work effectively in a team environment and maintain good interpersonal relationships with the general 

public, the Mayor and other City administrative staff and department heads; City Council; local, state and federal 
elected and appointed leaders; local, state and federal agencies; vendors and contractors 

- Excellent written and oral communication skills 
- Must be available to work overtime as needed to assist with elections and meetings 

 
DUTIES AND RESPONSIBILITIES: 
Including and not limited to: 

- Serves as the key assistant to the City Clerk in record-retention, including assisting with videotaping of Council 
meetings and various boards’ meetings. 

- Record retention, including maintaining all City records and election material. 
- Helps maintain City Clerk’s webpage and City meeting calendar. 
- Process Freedom of Information requests. 
- At the direction of the City Clerk, will attend and successfully complete professional development classes at the 

City, county, and state levels (in-person and online) and remain current on election law, campaign  law, the 
Freedom of Information Act, Open Meetings Act, and related mandates. 

- Will regularly or periodically assist in the preparation of agendas and distribution of minutes for the City Council, 
Zoning Board of Appeals, Planning Commission, Downtown Development Authority, and various other 
committees and commissions. 

- May be assigned to attend meetings to record/transcribe and type minutes of City Council, Zoning Board of 
Appeals, Planning Commission, Downtown Development Authority, and various other committees and 
commissions. 

- Must be bondable to become a Notary Public and perform related duties. 



- Assist with record retention, including maintaining all City records and election material. 
- Distribute Council and interoffice mail. 
- Oversee and process various applications and permits (sewer/water licenses, going-out-of business licenses, 

solicitor permits, etc.). 
- Taking/Recording reservations for City facility meeting room usage and Parks & Recreation Pavilions. 
- Provide relief and coverage of various departments as needed. 
- Respond to a variety of questions and inquiries from the general public and City departments. 
- Filing and other various miscellaneous duties. 
- Will serve as assistant to the City Clerk in conducting elections administered by the City, including local, school, 

state, and federal elections. 
- Helps maintain all aspects of the State of Michigan Qualified Voter File (QVF). 
- Under the oversight of the City Clerk, will assist in the training of election workers. 
- Performs other duties as assigned by the City Clerk or Mayor. 
 
 

WORK ENVIRONMENT 
- The employee must be able to work in a high traffic area with multiple disruptions.   
- Must be professional in appearance and attitude at all times. 
- Must be able to work on projects with minimal supervision. 
- Ability to have a flexible schedule, as work will require some nights and weekends. 
- Requires bending, sitting, and lifting of 50 pounds. 

 
TERMS OF EMPLOYMENT 
Work year, wages, and benefits as outlined in the Collective Bargaining Agreement with the City of Burton and AFSCME 
Local 1918.09. 
 
Wage range will be $14.49 per hour - $20.70 per hour depending on qualifications 
 
Work schedule will be Monday – Friday 8:00 a.m. to 5:00 p.m. 
 
Evaluation/Performance Measurements 
Criteria for performance include, but are not limited to: 
-Attendance record 
-Human interactions 
-Usage of office machines, including computers and software 
-Verbal, mathematical aptitude as required by job duties 
-Participation in specific training or workshop opportunities 
-Production and efficiency related to job duties 
 
Detailed job description available upon request. 
 
9/30/19 


