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Job Title: City Clerk/Treasurer
Job Category: Clerk
Employment Type: Full time
Salary and Benefits: $26.00/ Hour + Benefits

As the City Clerk/Treasurer, under the general direction of the Mayor, you will perform highly responsible administrative and technical work supporting transparent, compliant, and effective municipal governance. Under the general direction of the Mayor, this position serves as the official custodian of City records, performs municipal accounting and budgeting work, supports the City’s Code Enforcement, coordinates City Council meeting processes, serves as the City’s Public Records Officer, performs grant management, manages Human Resource-related functions, engages in Economic Development, and ensures compliance with applicable State and Local laws such as those related to open public meetings, public records, legal notices, and legislative actions. This position serves as the Buildings Official for the city. Maintains the city website. A further description of duties is included below.  

The ideal candidate will bring strong knowledge of municipal governance, records management, and public disclosure laws, demonstrate excellent organizational and communication skills, municipal accounting and budgeting experience, and exercise sound judgment and discretion. Candidates must be bondable. A strong understanding of Microsoft office and Quick Books are a key component to this position. This position will work closely with elected officials, City leadership, staff, and the public to support Council operations, records integrity, and legal compliance.  A further description of requirements is included below.  

COMPREHENSIVE BENEFITS PACKAGE:

The City of Prescott offers a competitive benefits package for employees, including:

· Training and Professional Development
· 11 Paid Holidays
· Sick Time (1 hour per 40 hours worked)
· Stipend Benefits- $250.00 per month.
· Paid Vacation (Accrued at 8 hours per month)

ESSENTIAL FUNCTIONS:

Additional job functions may vary due to department or City needs/requirements. Assignments may include, but are not limited to, the following:

· Council Meeting, Planning Commission Meeting & Legislative Support
· Prepare City Council/ Planning Commission agendas and agenda packets as well as coordinate the review of materials for accuracy and completeness.
· Perform intergovernmental relations as assigned.
· Ensure proper legal notices and publication requirements are met for meetings, ordinances, resolutions, public hearings, and special meetings.
· Attend regular and special Council/ Planning Commission Meetings as well as record and prepare accurate Minutes – these Meetings are Monday Evenings.
· Manage Council follow-up, including routing and filing of ordinances, resolutions, agreements, and related documents both physically and digitally.
· Provide guidance on parliamentary procedures and meeting protocols.
· Accounting and Budgeting
· Ensure accuracy of the General Ledger and proper BARS coding.
· Manage all contracts, agreements, and interlocal agreements, inclusive of oversight of insurance requirements and riders.
· Ensure Accounting software, and bank reconciliation are accurate and 
· Manage Requests for Qualifications, Bid Requests, and Requests for Proposals.
· Perform reconciliations (bank accounts, utility billing, receivables, permitting, seizure funds, etc.).
· Manage fixed assets and small & attractive items inventory.
· Compile Departmental budget data, prepare supporting schedules, and validate financial accuracy for budget and financial reporting documents.
· Maintain audit trails for State Auditor review.
· Research, apply for, and manage Federal, State, Regional, and/or Local grants if/when identified.
· Records Management
· As the City’s Public Records Officer, serve as the custodian of all records and oversee the public records requests process to ensure compliance with RCW 42.56 and related requirements with assigned Department Staff.
· Administer the City’s records management program, including retention, preservation, archiving, and destruction per State law.
· Provide guidance to City Staff on policies, processes, and procedures for records management.
· Train City Staff on records responsibilities, systems, and retention procedures.
· When possible, conduct research for complex or non-routine requests to reduce legal reliance and support consistent, timely responses.
· Develop and maintain procedures for public disclosure.
· Legal, Elections, and Compliance Functions
· Receive and process claims for damages, petitions, subpoenas, and other legal notices filed with the City.
· Coordinate municipal election matters with the County as needed.
· Review official documents for accuracy and attestation prior to execution.
· Ensure compliance with the Open Public Meetings Act, Public Records Act, and other statutory requirements.
· Customer Service & Administrative Support
· Respond to inquiries from City Staff, elected officials, and the public.
· Support the City’s Code Enforcement Officer (non-Building related).
· Provide licensing/permitting support as needed.
· Perform Human Resource-related duties as assigned.
· Conduct research on legislative actions, contracts, historical records, and other topics.
· Participate in professional organizations and training to support continuous improvement.
· Performs other duties as assigned.

PREFERRED QUALIFICATIONS:

· Experience working in government.
· Experience in parliamentary procedures.
· Experience with the Public Records Act and the Open Public Meetings Act.
· Experience working directly with elected officials or governing bodies.
· Experience in municipal budgeting and accounting (e.g. familiarity with BARS, GAAP, GASB, account reconciliation, etc.).
· Microsoft office 365 business suites
· Quick Books-Accounting and Payroll

POSITION QUALIFICATIONS:

REQUIRED MINIMUM QUALIFICATIONS: Any equivalent combination of education and experience that provides the required knowledge, skills, and abilities will be considered.

· Preferred: Bachelor’s degree in in a related field. 
· Five (3) years of related experience.
· Ability to interpret and apply State and Local laws.
· Must be bondable. 
· Strong written and verbal communication skills.
· Attention to detail.
· Proficiency with computers and related software.

LICENSES, CERITIFCATIONS, AND OTHER REQUIREMENTS: Certain licenses and certificates, if required, may be acquired on the job as agreed upon by the City and employee. Subject to change based on operational needs.

· Preferred: Municipal Clerk Certification or ability to achieve within three (3) years of employment.
· Permit Technician Certification or ability to achieve within Two (2) years of employment.

COMPENSATION & BENEFITS:
This position is advertised for at $26.00/ Hour.  For information about benefits, please see above.  This is a full-time, FLSA-Nonexempt position. Standard hours are Monday through Friday, 8:30AM to 4:30 PM, with three (3) evening meetings required on the 1st, 2nd, and 4th Monday of each month.

SAFETY / WORK CONDITIONS:

· Primarily office-based work environment.
· In-person attendance at evening City Council and special meetings required.
· Ability to lift and move items weighing up to 20 pounds on occasion.
· Extensive computer and desk work.

TO APPLY: 

Please submit:

· Cover letter;
· Resume; and
· Completed application 

Send application materials to:

Mayor Karen Gleason, Project Manager, by email: Mayor@cityofpresocottwa.com 

Or mail to: City of Prescott
	      PO Box 27
	      Prescott, WA 99348

The City of Prescott is an Equal Opportunity Employer dedicated to recruiting and retaining a highly qualified and diverse workforce. All applicants are considered for employment without regard to race, color, religion, sex, national origin, ancestry, age (40 and over), marital or veteran status, disability, sexual orientation, or any other status protected by Federal, State, or Local law.

In accordance with the Americans with Disabilities Act (ADA), reasonable accommodations will be provided to qualified individuals with disabilities to participate in the application and selection process upon request. Individuals who require accommodation must notify the City at the time of application and prior to the closing date by calling (509) 884‑1261.

SUPPLEMENTAL INFORMATION:

If you believe you are qualified and would be a good fit for the position, we encourage you to apply. This position will remain open until filled.  First review is on March 20, 2026.  Early applications are encouraged. 

The provisions of job announcements listed on this website do not constitute an expressed, or implied, contract of employment with the City.  Any provision contained herein may be modified and/or revoked without notice.
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