
City: Gem Lake, Minnesota


Position Title: Administrative Assistant-City Clerk


Salary: $20-25 per hour, depending on experience


Application Deadline: February 26, 2021


Job Summary: To perform all of the duties of City Clerk as provided by Minnesota Statutes so 
the City’s administrative and financial operations progress in an efficient, orderly and lawful 
manner. Ensures municipal compliance with all state laws concerning statutory city operations, 
including open meetings, legal notices, data privacy and record retention. Performs skilled 
administration/office support, administers and oversees some aspects of elections, processes, 
maintains and collects payments for licenses and permits, communicates with the public, and 
performs related duties as required.  Job also involves preparing documents for city council 
meetings, maintaining official city files and water and sewer billing. Clerk composes, compiles, 
edits and uploads City Council documents to web-site, prepares council chambers for active 
sessions, coordinates documents for meetings, writes meeting minutes, acts as receptionist for 
the city, greets visitors, answers telephone, receives inquires, complaints and some service 
requests, and processes them within the framework of established policies and procedures or 
forwards them to appropriate party for disposition. Duties also include such things as 
processing and distributing a city newsletter and maintaining the city web-site.  

Part-time position, 30-32 hours per week. 

Minimum requirements: 

1. Two years of comparable administrative experience
2. High School graduation diploma or equivalent
3. Valid driver’s license
4. Municipal experience preferred
5. Proficient in Microsoft Office/Database experience

Preferred Qualifications:
1. Completion of Minnesota Municipal Clerk Institute
2. Designation as a Certified Municipal Clerk by IIMC
3. Post-secondary certificate or degree in office administration, business, or position related

degree

Physical Requirements: 
The physical demands described here are representative of those that must be met to 
successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to talk, hear, sit, 
stand, type, dial and write. The employee must occasionally life and/or move up to 30 pounds. 
While performing the duties of this job, the employee regularly works indoors in an office 
setting with moderate noise levels.  

Email resume and cover letter to:  gretchenas@comcast.net (Mayor, City of Gem Lake)

Link: www.gemlakemn.com


