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To:	President Szula and Village Trustees 
From:	Scott L Sanders
Date:   September 23, 2019
Re:	Village Clerk: Description of Responsibilities
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Village Clerk

The Village of Clerk is an elected position, serving four year term of office. Duties of the Village Clerk include:

· Attend all meetings of the Board of Trustees (6:30 pm, 1st and 3rd  Tuesdays), keep a full and accurate record of all proceedings, publish and maintain a record of approved minutes.

· Notify Media and Public of all Village meetings and post agendas, advertisements, and notices as required by law.

· Keep Village records, maintain files of all approved Ordinances, Resolutions and other documents as required by law in a systematic order utilizing existing filing structures for easy reference.

· Deliver to the Village President all Ordinances or Resolutions in the Clerk’s charge which are required to be approved or acted upon by the President.

· Maintain Custody and control over Village documents which are not assigned to the custody of some other officer.

· Maintain custody of Village Seal and affix on documents whenever required.

· Receive nominating papers and certify names of all candidates for local elections entitled to be printed on the Election Ballot

· Notify persons elected or appointed to officer and administer Oath of Office.

· Maintain a record of Elected Officials, appointed committees and commissioners, and regular employees.

· Perform other duties as may from time to time be delegated by the President and Board of Trustees.

Should the office of Village Clerk be declared vacant for any reason, the Village President shall appoint a successor to be qualified by the Board of Trustees as is provided by statute.
10631 Main Street • P.O. Box 283 • Roscoe, Illinois 61073 • Phone 815-623-2829 • Fax 815-623-1360
image1.png




image10.png




