






























 

City of Gloucester 

 

JOB DESCRIPTION 

 

Title:    City Clerk 

Supervisor:   City Council & O&A Committee 

Grade:    Reclassify from M10 to M9 

Civil Service:   N/A 

Union:    Exempt 

Supervision Exercised: Supervises all staff in City Clerk’s office (5) 

 

Responsibilities: 

Serves as the “Clerk of the Council” under the City Charter and in so doing, attends all Council 
meetings including executive sessions, to assist and advise on procedural matters.  Manages 
state and local elections pursuant to state and federal election laws.  As the custodian of all city 
public records, directs all activities necessary to receive, index, record and safeguard all City 
records and documents not specifically maintained by other City departments, including vital 
records. Advertises various public notices and oversees the processing of specific license 
applications and zoning related applications.  Ensures compliance with City Charter and City 
Code of Ordinances.  Manages all personnel and day-to-day activities in the office of City Clerk.  
Develops and implements new systems to maximize efficient office operations, 
communications, and excellent customer service.  

Duties: 

• Supervises the receipt, index, filing and safeguarding of legal forms, documents, maps, 
vital statistics and similar papers required by law and ordinances to be made of record 
in the office of the City Clerk. 

• Assists the public and their representatives, local and State officials by providing 
information available from office records and assisting in the interpretation of certain 
applicable laws and ordinances. 

• Supervises the preparation of advertising and the advertising of such matters as public 
hearings on petitions and license applications. 

• Supervises the distribution of licenses application forms, the receipt of applications and 
fees, the granting of licenses and permits, and the maintenance of records of all 



 

licenses and fees not specifically under the jurisdiction of other City departments.  
Maintains familiarity with all laws and regulations relating to such licenses, which 
include taxis, vendors, tanks, auto dealers, dogs, shellfish and others.  Serves as CORI 
representative to process CORI checks on taxi drivers. 

•  As member of the Licensing Commission, schedules all Licensing Commission meetings, 
prepares agendas and minutes, and participates as a member. 

• Supervises the intake and processing of all City Council Special Permit Applications and 
other applications to the City Council, such as Rezoning and Zoning Amendments made 
under the zoning ordinance.   

• As Clerk of the City Council, oversees the preparation of agendas, drafts of ordinances, 
resolutions and other Council matters, and the record maintenance of all Council 
actions.  Assists Councilors as needed with the preparation of City Council Orders and 
with Roberts Rules of Order.  Supervises the preparation of and publication of various 
reports and documents requested by the City Council.  Provides direct support to City 
Council and O& A Committee. 

• Ensures compliance of City Council and all City Boards and Commissions with public 
notice and meeting minutes requirements of the Open Meeting Law (OML).  Develops 
means and methods of “remote participation” for meetings covered by OML. 

• Serves as the appointed liaison to the State Ethics Commission.  Administers oath of 
office to all appointees and officials and instructs them on OML and Ethics Law 
obligations. 

• As member/clerk of the Board of Registrars, supervises the registering of voters, the 
activities of election officials, the conduct of all elections in the City, and the registering 
of absentee ballots.  Manages and enforces local Campaign Finance Law requirements. 

• Supervises annual city census and state reprecincting procedures (at time of US 
census). 

• Maintains City Code of Ordinances, including online versions and periodic updates. 
• Works collaboratively with City Archives Committee on all matters of shared 

responsibility, including records storage. 
• Manages the Special Event Advisory Committee for the City Council. 
• Manages all functions of the office of the City Clerk, including the preparation of the 

annual department budget, performance management and annual reviews for all staff, 
office communications including web page updates and maintenance. 

• Performs other duties as assigned by the City Council. 

Qualifications: 

Bachelor’s Degree in government related field required plus a minimum of 5 years experience 
in supervising a government office or department.  A combination of education and experience 
totaling 10 relevant years may be substituted. 



 

Proficiency with computer applications required, including Microsoft Word Office Suite, Google 
Doc email system, scanning, website maintenance. 

Demonstrated knowledge of state and local laws related to open meetings, public records, 
elections, zoning permits, and various local licenses and permits.  Full knowledge of State Ethic 
Laws as applied to local officials and personnel, Gloucester Code of Ordinances, City Charter, 
and Roberts Rules of Order. 

Excellent communication skills, including the ability to write clear and concise reports on 
complex subjects; interpersonal, customer service and organizational skills required. 

Ability to prioritize multiple tasks and deal effectively with interruptions, often under time 
pressures; ability to attend to details; ability to be a member of and to develop a team 
required. 

Ability to move and lift up to 20 pounds required for large files and some election related 
materials and equipment. 

Ability to be qualified as a Notary Public required. 












	O&A Agenda - 06-20-16
	Appointment of Liam O'Connell to Waterways Board, TTE 02-14-18 At-Large Member
	Managment Appointments - Daniel Smith-Chief Administrative Officer & Donna Leete-Human Resources Director
	CC2015-044 (Verga, Cox) Amend GCO Sec. 9-12 -Prohibition of plastic check-out bags
	CC2016-015 (Cox) O&A Review & recommend the matter of prohibiting use of polystyrene food & beverage containers or serving items for food service
	Draft City Clerk Job Description
	Review of MGL c. 140, Sec. 147, License Stipend for City Clerk
	CC2016-027 (Lundberg) Amend GCO c. 4, Art. II Dogs by adding new sec., Dogs prohibited from all citypowned flower beds at all times & amend Sec. 1-15 Penalty for violation
	CC2016-028 (Cox) Amend GCO c. 22, Sec. 22-265, 22-159, 22-291 relative to traffic patterns & parking in area of former St. Ann's School (W. Parish)
	FCV referred to O&A 6-7-16 by City Council for request by Councilors O'Hara & Memhard to petition MassDOT & state legislators to eliminate left turn from Rte. 128 ext. on Bass Ave. to Eastern Ave.

