
CITY OF SELMA, ALABAMA 
INTERNAL/EXTERNAL JOB POSTING 

The following position is available with the City of Selma. Applications are available in the Personnel 

Department located at City Hall, 222 Broad Street, Selma, AL 36701. Please contact the Personnel 

Department at (334) 876-1219 with any question. Email resume to: lrutledge@selma-al.gov. 
DEADLINE FOR TRANSFER REQUEST, APPLICATIONS AND RESUMES ARE ACCEPTED UNTIL FILLED 

FRINGE BENEFITS INCLUDE INSURANCE, RETIREMENT, HOLIDAYS, PAID VACATION AND SICK LEAVE 

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this job and are not to be interpreted as being all-inclusive. The employee may 
be assigned other duties that are not specifically included. 

Position: 
Reports to: 
Subordinate Staff: 
Department: 
Location: 
Status: 
Schedule: 
Rate of Pay: 

Job Summary 

Relationships 
Administrative and Secretarial 
Director - City Clerk 
None 
City Clerk 
222 Broad Street Selma, Alabama 36701 
Regular, Full-time 
Monday - Friday 
$12.00 per hour 

This is an administrative and secretarial position in the City Clerk's Office that serves as Assistant to the 
City Clerk; responsible for performing administrative and secretarial work in the City Clerk's Office. Major 
work functions include maintaining the City Clerk's appointment calendar and meetings' schedule, 
assisting in composing letters, memos, Council Meeting minutes, and other documents; maintaining 
departmental records; such as, City Council Meeting minutes, resolutions, ordinances, contracts and 
lease agreements; assisting the City Clerk in transcribing the City Council's Meeting minutes; may be 
required to attend City Council Meetings and Special Called Council Meetings; receive and processing 
claims and lawsuits against the City; processing open records request, preparing weekly, monthly, and 
quarterly reports, as needed, assisting Citizens/Public, and Departments, with requests; maintaining, 
searching and retrieving documents within the City Clerk's Office; and performing other related duties, as 
assigned. 
Duties and Responsibilities 

o Support the vision, mission and principles of the City, and the City Clerk's Office
o Must maintain strict confidentiality in performing the duties of the City Clerk's Office

o Composes and types various forms of written correspondence and reports
o Availability to attend Work Session Meetings and Council Meetings
o Researches and retrieves information requests from Departments, as well as, the Public
o Maintains onsite office records and records stored in off-site facility
o Assist with the Municipal Election Process
o Performs follow-up activities resulting from Council meetings
o Performs supervisory and management responsibilities in City Clerk's absence




