City of Mazeppa
Deputy Clerk

The City of Mazeppa is currently accepting applications for a part-time position as
Deputy Clerk. Hours include Monday through Thursday 8:30 AM — 2:30 PM and
occasional Friday’s until noon. This position’s responsibilities include but are not limited
to; office & phone reception, operation of accounting systems, billing, receipts, payroll,
payments, and maintenance of city files. Experience with Microsoft Word and Microsoft
Excel required. Suitable applicants will need to be bondable and become a notary public.
This is an in-office position. Salary to be based on the applicant’s qualifications and
experience.

To apply please submit both a resume and a completed job application. Application
forms and a full description of the position are available at Mazeppa City Hall - 121
Maple Street N.E. or online at www.mazeppamn.us.

Applications will be accepted until 4:00 PM Friday January 9, 2026.
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CITY OF MAZEPPA
JOB DESCRIPTION
Position Title: Deputy Clerk
Department: Administration
Reports To: Administrator Clerk, City Council
Work Status: Part-time/Hourly

POSITION SUMMARY:

Performs non-supervisory secretarial, clerical, and administrative work to provide office support
for the City’s and Public Utilities” daily operations. Serves as the City’s primary receptionist
and provides customer service over the phone and at the front counter. Provides word
processing support to other City departments as workload allows. Assists in the preparation of a
variety of necessary documents and correspondence. Responsible for data entry for the
accounting functions of the City and Utilities. Assists the City Administrator/Clerk in the
performance of his/her duties. Serves as a confidential employee.

DUTIES & RESPONSIBILITIES:

a.) Receptionist for City Hall: answers phones, staffs the front counter; professionally
responds to questions/concerns or refers to appropriate person, and sorts/routes mail.

b.) Receives City, Utility, and other payments, preparing receipts as needed, data entry,
and drafting bank deposits.

¢.) Maintains computer and physical document filing systems.

d.) Drafts monthly utility bills: enter meter readings into system, process bills,
and send.

e.) Supports Administrator Clerk and other City departments: types/keyboards
memos, letters, and other correspondence.

f.) Licenses and permits: Process, renew, record animal licenses, building, golf
cart/ ATV permits, and liquor renewal license renewal.

g.) Prepares Agendas and packets for Council meetings and maintains minutes as
needed.



h.) Backup to Administrator Clerk, including recording minutes at Council meetings.
i.) Invoice Fire calls, billing agency, and receipts payments.

Jj-) Update City website and park sign.

k.) Order and maintain office supplies.

1.) Enter invoices, print and mail checks for Utilities and Council-approved
claims.

m.) Submit sales tax for Utilities and City.

n.) Verify time cards, data entry, and tracks PTO, overtime, and compensation time.

0.) Assist Administrator Clerk with election responsibilities.
FINANCIAL:
a.) Act as bookkeeper of the City to enter all money transactions of the City including the
dates and amounts of all receipts and person(s) from whom the money was received as well
as all orders drawn upon the City with their payee and appropriate fund, account, and object

codes.

b.) Generate City and Municipal Liquor Store payroll and all corresponding reports (PERA,
State, and Federal forms: monthly, quarterly, and at year end).

c.) Reconcile City and Municipal Liquor checking accounts and monitor cash flows, so
deposits and transfers can be made as directed by Administrator Clerk and Mayor, or City
Council.

GOVERNMENT BUSINESS:

a.) Issue licenses (liquor, non-intoxicating malt liquor, vending machine, dog, gambling)
upon approval by City Council when Council approval is required.

b.) Administer Community Center bookings and ensure associated leases are current and
paid in accordance with City ordinances and resolutions.

ADMINISTRATIVE RESPONSIBILITES:

a.) Ensure the City’s filing system’s effectively organized and filing is kept current.
b.) File all City business invoices and vouchers.

c.) Answer telephone: receive and transfer messages in a timely manner.



OTHER REQUIREMENTS:

a.) Must be able to be bonded.
b.) Must be able to obtain notary from the State.

c.) Performs other tasks as directed by City Administrator &/or City Council.



CITY OF MAZEPPA

APPLICATION FOR EMPLOYMENT

Date
Directions: Type or print in blue or black ink. Answer all questions which are applicable. Please do not state “See Resume”.
PERSONAL INFORMATION
Last Name First Name Middle
Address City State Zip
Phone Cell Phone (if Different #) Social Security Number
Fax Number E-Mail Address

EMPLOYMENT INFORMATION

Position for which you are applying:

Are you employed at the present time? If yes, please complete the information below

Employer’s Name:

Employer’s Address:

1. How long have you been with this employer? Present Salary: $

2. If offered a position, when can you report for work?

3. Ifhired can you show proof of your legal right to work in the U.S.? Yes

No
4. Have you ever been dismissed, or asked to resign from any position? Yes No
5. Have you ever been convicted of a felony, or a misdemeanor which resulted in Yes No
imprisonment? A yes answer to the above question does not necessarily disqualify an applicant from
employment.

If yes to number 4 or 5, please explain:

Please list any hobbies, interests, or volunteerism that you have been involved with:
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Please list on the following lines all schools attended and any other pertinent information about your education.

School(s) Subjects Studied (if applicable)
High School

College (Including dates attended)

EMPLOYMENT EXPERIENCE (List most recent experience first)

Name & Address Position(s) Held Dates (Start - End)

REFERENCES

Name & Address (Include City, State, Zip) Phone Relationship
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In the space below, please list any special skills or traits that we should know about that makes this job a good fit for you
and you a good fit for the City of Mazeppa.
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The following section is to be completed by applicant for an OFFICE POSITION:

List all Computer Skills:

Please provide computer and software knowledge below:

I certify that all statements made herein and on the enclosed resume are true and correct to the best of my
knowledge. I authorize investigation of all statements herein recorded. I release from liability all persons and
organizations reporting information required by this application.

Signature ] Date



