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CITY COUNCIL AIDE
KIND OF WORK:  This is highly responsible clerical and public relations work in assisting members of a City Council.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for performing highly sensitive research, public relations, and clerical tasks for members of a City Council. Work is performed independently under the general supervision of the City Clerk with detailed instructions received on matters of policy.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class).  Acts as an aide to City Council members; composes and types correspondence; initiates contact with citizens and groups for City Council members; represents City Council members at meetings, with constituents, and at public appearances with business, neighborhood and civic interests; coordinates public relations activities for publications, internet site, special events and district meetings; maintains Council mailing lists; reviews and summarizes reports submitted by the administration, the private sector and other departments to facilitate decision making and to conserve executive time; researches supportive data as requested; examines and analyzes technical reports relating to departmental and governmental operations for their impact on city and district interests; assists the general public by telephone and in person by providing requested information; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the basic principles and the operational details of city government; good knowledge of the responsibilities of the Legislative branch; good knowledge of business correspondence principles and techniques; good knowledge of modern word processing and clerical computer applications; good knowledge of the policies and procedures followed by the City Council; good knowledge of district issues and problems; ability to communicate orally and in writing; ability to make decisions in accordance with established policy and procedure; ability to initiate correspondence, report on problems and solve problems; ability to use word processing and spreadsheet applications on a personal computer; ability to establish and maintain effective working relationships with other employees, City officials and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, supplemented by courses in governmental studies and a minimum of one year's clerical and public relations experience preferably through community affairs activities; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver's license from state of residency.
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