Birchdale Township
Job Description

POSITION: Clerk
REPORTS TO: Township Board

SUMMARY

To perform the duties of a Township Clerk (Clerk) as required by law and to provide
administrative assistance to the Township Board (Board).

ESSENTIAL FUNCTIONS OF THE POSITION
Performs all duties required by statute under the laws of the State of Minnesota.

Serves as Clerk of the Board and maintains in an official minute book a true record of all
Board proceedings. Meeting minutes are to accurately reflect the decisions made by the
Board along with the rational the Board relied upon when making the decisions.

Prepares meeting agendas and other information the Board requires for meetings.

Unless otherwise provided by law, has custody of the records, books, documents, and
papers of the Township and files and safely maintains all papers required by law to be
filed in the Clerk’s office (Town Hall).

Maintains and organizes the records retention system, including implementing and
maintaining office files, and records retention.

Maintains the Township calendar of events and assures that all tasks are carried out by
the Board.

Maintains the Township website and bulletin board and posts required notices and other
information as directed by the Board.

Prepares official and legal notices as well as notices for regular and special Board
meetings, and Township annual and special meetings (meeting of the electors) and
posts and publishes the notices as required by law.

Prepares quote and bid information and other forms as directed by the Board and posts
and publishes notices as required by law and as directed by the Board.

Prepares and maintains affidavits of posting and mailing as required by law and
maintains a record of postings on the website (date emailed to the County and date
posted on the website).



Prepares as directed resolutions and policies for Board consideration and maintains an
official resolution book and an official policy book of the resolutions and policies adopted
by the Board.

Posts, as required by law, copies of all by-laws made by the Township, and makes a
signed entry in the Township’s records, of the time when and places where they were
posted and records in full all ordinances passed by the Board in an official ordinance
book.

Reviews correspondence received, responds as necessary on behalf of the Board, and
files copies of correspondence and the responses.

Prepares monthly claims list and reviews the bills received prior to monthly meetings of
the Board. Using CTAS accounting system prints checks. After approval of payment
and checks are signed by Chair, Clerk, and Treasurer, mails the checks.

Enters receipt information received from Treasurer and prepares a cash control
statement to show reconciliation with the Treasurer’s financial records.

Researches issues, as directed by the Board, and presents the information at meetings
for Board review and consideration.

Coordinates the work of consultants hired by the Board.

Obtains certificates of insurance from vendors and contractors and maintains a file of
the certificates.

Assists in coordinating projects, and compiles information as necessary. Oversees
improvement projects; advertisement for bid notices, contracts, pay requests, change
orders, etc., returns bid bonds, prepares assessments and assessment hearing notices,
correspondence, assessment rolls, certifications, resolutions, etc.

Prepares work completion certificates before final payment is made on road
improvement projects (certificates are necessary on the projects that require sealed
bids) and maintains copies of the certificates.

Completes special assessment certificate requests as they are received.

Assists in preparing necessary easements, easement releases, and street vacation
issues.

Assembles and reviews quarterly payroll time sheets and forwards the information to
the Township’s accountant for preparation of payroll. Obtains all necessary payroll
information, answers questions of the accountant, and submits necessary reporting
documents as required by law (including quarterly and yearend reports, W-2’s and
1099’s etc.).



Conducts and serves as administrator of local elections in accordance with prescribed
laws and regulations.

Prepares certificates of election and/or appointment, administers the “Oath of Office” to
new Officers and maintains a file of the certificates and oaths

Meets with the Treasurer annually to prepare for the Annual Board of Audit.

Furnishes to the annual meeting of the Board of Audit every statement from the County
Treasurer of money paid to the Township Treasurer, and all other information about
fiscal affairs of the Township in the Clerk’s possession, and all accounts, claims, and
demands against the Township filed with the Clerk.

Prepares the agenda for the Township’s annual meeting (meeting of the electors) and
any special Township meetings of the electors and calls these meetings to order.

Records minutes of the proceedings of every Township meeting (meeting of the
electors) in the book of Township records and enters in them at length every order or
direction and all rules and regulations made by the Township meeting.

Files and preserves all accounts audited by the Board or allowed at a Township meeting
(meeting of the electors) and enters a statement of them in the book of records.

Records every request for a special vote or special Township meeting (meeting of the
electors) and properly posts the necessary notices of them.

Performs other duties as apparent or assigned.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required.

EDUCATION AND/OR EXPERIENCE

High School Diploma or equivalent plus five years office experience or equivalent
combination of training and experience.

LANGUAGE SKILLS
Ability to read, analyze, and interpret general business periodicals, technical procedures,

and governmental regulations. Ability to prepare reports and correspondence. Ability to
communicate effectively, orally and in writing, with the Township Board, other employees,



and the general public. Ability to prepare meeting minutes, meeting agendas, meeting
notices policies, resolutions, and ordinances.

MATHEMATICAL SKILLS

Ability to make computations using whole numbers, fractions, and decimals. Ability to
compute rates, ratios, and percentages.

REASONING ABILITY

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability
to read and interpret policies, procedures, and laws. Ability to exercise independent
judgement in completing tasks. Ability to comprehend instructions and carry them out.
Ability to plan and follow through with research assignments, summarize findings in a
concise manner.

OTHER KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of computers and software programs including Word, Excel, and CTAS
Accounting System.

Ability to operate computer and other office equipment.

Ability to work independently and prioritize work.

Ability to maintain all types of records.

Knowledge of township government operations and proper procedures.

Ability to research various types of data.

Ability to find information, research, and prepare reports.

Ability to meet all deadlines and handle work load.

Ability to work effectively with the general public.

Strong communication skills

Strong organizational skills



