City of Gilliext

City of Gilbert

16 S Broadway Street
PO Box 548

Gilbert, MN 55741
218-748-2232

CITY OF GILBERT SEEKING APPLICANTS FOR DEPUTY CLERK POSITION

The City of Gilbert is seeking a motivated, detail-oriented professional to join its administrative team
as Deputy Clerk/Accountant! This position offers an opportunity to play an important role in the day-
to-day operations of the City, working closely with City leadership, staff, and residents to support
efficient and responsive local government.

The ideal candidate brings strong organizational and financial skills, enjoys problem-solving, and can
balance a variety of responsibilities. Duties include municipal accounting, payroll support, financial
reporting, human resources, City Council administration, and assisting residents with City services.

Minimum Qualifications: Two-year degree in accounting, business or human resources, OR four
years of office experience including human resources, payroll or bookkeeping. A four-year
accounting degree with experience is preferred.

Application Deadline: 4:00 p.m. Tuesday, November 10, 2026

Required Application Materials: Completed and signed City employment application, signed full job
description, resume, and cover letter.

How to Apply: Submit the completed and signed employment application, signed job description,
resume and cover letter to:

Email: jobs@gilbertmn.org
Mail: City of Gilbert, PO BOX 548, Gilbert, MN 55741
In Person: City Hall, 16 S Broadway Street, Gilbert, MN 55741

To view the full job posting and apply, visit: https://gilbertmn.org/government/jobs/



mailto:jobs@gilbertmn.org
https://gilbertmn.org/government/jobs/

CITY OF GILBERT
POSITION DESCRIPTION

POSITION TITLE: Deputy Clerk/Accountant

HOURS: Full-time, 40-hour week

RATE OF PAY: $70,000 — $85,000 per year (placeholder until Council meets)

REPORTS TO: Clerk/Treasurer-City Administrator

FLSA Status: Exempt

UNION: No

SUPERVISION EXERCISED: 2

PRIMARY OBJECTIVE OF POSITION

Performs complex confidential accounting and diverse administrative, human resources, labor
relations and billing duties and support to the City Administrator/Clerk/Treasurer and assumes
department duties in the City Administrator/Clerk/Treasurer’s absence by performing the

following duties:

Duties and Responsibilities including but not limited to the following. Other duties may be
assigned.

Administrative

1.

Supervises all office staff including joint interviewing with the City Administrator/Clerk,
recommending hire and discharge, assigning work, and evaluating performance,
coaching, training, approving time off, rewarding, and discipline.*

Accesses and uses confidential labor relations information including market analysis of
comparison data and costing of potential proposals for use in negotiations. Responsible
for conducting market research and analysis, costing out the City’s position on potential
negotiation proposals. Responsible for maintaining the confidentiality of labor relations
information.*

Oversees proper filing and performs file maintenance for City documents, records,
communications, as performed by office staff.

Performs complex accounting duties related to bank reconciliations, preparing financial
reports, help with budgets, and overall financial management support.

Maintain a strong working knowledge of the operations of the City policies and
procedures.*

Compose a variety of routine and complex office correspondence, reports, agendas and
related materials.*

Assists in preparing the Council agenda and packet, updating policies and procedures,
preparing resolutions and ordinances in the clerks absence.

Transcribe and prepare meeting minutes and serve as the recording secretary for Council.

*Essential Function



9. Assist in the election process, along with Administrator/Clerk, including management of

voter registration and absentee voting; preparation of election notices and materials;
arrangement of polling places and voting machines; training of election judges; and all
other associated tasks.*

10. Prepares and processes city issued licenses and permits.

Reception

1.

2.

Answers phones and provides information and assistance to the public, board and
commission members when front office staff are away or out of office.

Serves walk-in public and addresses concerns, complaints, and questions in a
professional manner, when front staff are away or out of office.

Human Resources

1.

2.

Serves as City benefits administrator to include insurance and benefit enrollments and
terminations.

Participates in labor negotiations, as needed or requested. Regularly accesses and uses
confidential labor relations information including market analysis of comparison data and
costing of potential proposals for use in negotiations. Accesses and uses confidential labor
relations information including market analysis of comparison data and costing of potential
proposals for use in negotiations. Responsible for conducting market research and
analysis and costing out the City’s position on potential negotiation
proposals. Responsible for maintaining the confidentiality of labor relations information.

Payroll

1.
2.

Back-up to Clerk, Check payroll record for accuracy as a control procedure.*
Provide additional payable and invoice review related to payroll activities.

Accounts Receivable / Accounts Payable

1.
2.
3
4.
5.

6.
7.

Enters accounts payable and receivable transactions; prints bills and generates checks
for payments.*

Prepares list of checks issued each month to be reconciled.®

Posts data to electronic journals by processing new accounts, final accounts, billing
adjustments and refuse changes.*

Receives and processes cash and checks for City business to include: permits, traffic
fines, etc., as needed.

Prepares and delivers daily bank deposits, as needed.

Prepares and delivers financial reports for the council, clerk, and audit team.
Coordinates audits for the city.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily and in a confidential manner. The requirements listed below are representative of
the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

Language Ability:

*Essential Function



Ability to read and comprehend city codes and ordinances, state statutes, and business
correspondence. Ability to write reports and business correspondence. Ability to effectively and
tactfully communicate when presenting information or answering questions for residents and city
staff.

Math Ability:
Ability to add, subtract, multiply and divide.

Reasoning Ability:

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to
interpret an extensive variety of technical instructions and deal with several abstract and concrete
variables.

Computer Skills:

To perform this job successfully, an individual should have intermediate skills in accounting
software, Word, Excel and Outlook. Experience with Caselle Civic software is a preferred
qualification.

Education/Experience:

Required - Two-year degree in accounting, business or human resources or four years of office
experience to include human resources, payroll, or bookkeeping. Four-year accounting degree
with experience would be preferred.

Knowledge, Skills and Other Abilities:

Ability to maintain high degree of confidentiality

Strong accounting and financial skills would be beneficial

High degree of diplomacy

Ability to attend evening meetings of the City Council as required
Excellent organizational and problem solving skills

Ability to know when to be decisive and/or negotiate with tact
High degree of emotional intelligence

Strong negotiation skills in situations that require diplomacy
Strong analysis skills

Ability to thrive in a changing priority environment

Flexibility to adapt to an ever changing priorities and needs
Strong understanding that the public is the ultimate employer
Strong commitment to public service

Ability to work well both in a team environment and individually
Strong ability to create and maintain order

Physical Demands:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands; reach
with hands and arms; and talk and hear. The employee is occasionally required to walk. The
employee must occasionally lift and/or move up to 40 pounds. Specific vision abilities required by
this job include close vision and ability to adjust focus.

*Essential Function



Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to work near moving
mechanical parts, fumes or airborne particles, and outdoor weather conditions.

The noise level in the work environment is usually quiet. Work hours will include occasional
evening and weekends as needed.

| am able to perform the above duties with or without an accommodation. If | need an
accommodation in the future, | will make the request as soon as possible to my direct
supervisor. My supervisor will advise me if a reasonable accommodation can be made. Any
agreed upon accommodations will be documented on or attached to this job description and
placed in the personnel file.

| have read and understand the physical requirements of this job, including the lifting, and am
able to perform these functions.

Furthermore, | understand that my performance will be evaluated, in part, by the level of my

ability to perform the above job duties. The duties listed in this job description are not all-
inclusive and other duties may be assigned.

Signature:

Date:

*Essential Function



Application for Employment

We welcome you as an applicant for employment with the City of Gilbert. It is the City of Gilbert’s policy to
provide equal opportunity in employment. The City of Gilbert will not discriminate on the basis of race, color,
creed, age, religion, national origin, marital status, disability, sex, sexual orientation, sexual preference, status
with regard to public assistance, local human rights commission activity or any other basis protected by law.

Please furnish complete information, so we may accurately and completely assess your qualifications. You may
attach any other information which provides additional detail about your qualifications for employment in the
position you seek. Please refer to the Applicant Data Practices Advisory for information regarding what is
considered public and private information as an applicant, and if you are selected for the position, as an

employee.

Personal Information

Name: (Last) (First) (MI) (Prior)*

Street Address

City, State, Zip

Phone Number Alternate Phone

Email

* Optional: include only if needed to verify previous employment or education.

Please print in INK or type when completing this application

Title of position applying for:

Are you legally eligible to work in the United States in the position for which you are applying?

Proof of citizenship or work eligibility will be required as a condition of employment.

Uvyes UNo

Are you at least 18 years old?

[JYes [INo




Educational Information

Circle the highest grade completed

12345678 9101112 GED 1314 1516 MA MS PHD JD
Grade School High School College/Technical Graduate
Did you graduate: Cyes ENo Cyes UNo OyesBNo
(Please check) High School College/Technical Graduate JD
School Name Address Course of study Degree
High School:
College:

Graduate School:

Technical/Vocational:

Other:

Other:

List any other courses, seminars, workshops, or training you have that may provide you with skills related to this
position:

List any current licenses, registrations, or certificates you possess which may be related to this position:



Employment Experience

List present or most recent employer first and only list the last 10 yrs of relevant work experience. Please note
“see resume” is not an acceptable response for any entries on this application. Resumes will only be

considered in addition to, but not in lieu of, this application.

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

May we contact this employer? [1Yes [OJNo

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

May we contact this employer? [1Yes [1No




Employment Experience continued

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

May we contact this employer? [Yes [INo

Unsalaried Experience

Describe any unsalaried or volunteer experience relevant to the position for which you are applying (you
may exclude, if you wish, information which would reveal race, sex, religion, age, disability, or other
protected status)

Military Experience

Did you serve in the U.S. Armed Forces? L] Yes O No

Describe your duties:

Do you wish to apply for Veterans’ Preference points: [1Yes [C1No

If you answered “yes,” you must complete the enclosed application for Veterans’ Preference points, and
submit the application and required documentation to the City of Gilbert by the application deadline of the
position for which you are applying.




Authorization

| certify that all information | have provided in this application for employment is true and complete to the best
of my knowledge. | agree and understand that any false statements or omission of information contained in
this application or any supplemental materials | submit may disqualify me from further consideration for
employment or result in immediate dismissal if discovered at a later date.

| acknowledge that | have received a copy of the job description summary for the position/s for which | am
applying.

With my signature below, | am providing the City of Gilbert authorization to verify all information | provided
within this application packet, including contacting current or previous employers. However, | understand that

if, in the Employment Experience section | have answered “No” to the question, “May we contact your current
employer?,” contact with my current employer will not be made without my specific authorization.

| further understand that criminal history checks may be conducted (after | have been selected for an interview,
in the case of non-public safety positions) and that a conviction of a crime related to this position may result in
my being rejected for this job opening. | also understand it is my responsibility to notify the City of Gilbert in
writing of any changes to information reported in this application for employment.

Signature Date

12/2012



VETERANS’ PREFERENCE

COMPLETE THIS FORM ONLY IF YOU ARE CLAIMING VETERANS’ PREFERENCE NOTE: COPY OF “MEMBER COPY
4” VETERAN’S DD214 MUST BE ATTACHED (Veteran is defined by Minn. Stat. § 197.447)

You must submit a PHOTOCOPY of your “Member Copy 4” of your the full period called or ordered for federal, active duty and be a United
DD214 or other military documents to substantiate the service States citizen or resident alien. Veteran’s preference may be used by
information requested on the form. Claims not accompanied by
proper documentation will not be processed. For assistance in
obtaining a copy of your “member Copy 4” of your DD214, contact

the surviving spouse of a deceased veteran, who died on active duty or
as a result of active duty, and by the spouse of a disabled veteran who is

your County Veterans’ Service Office. unable to qualify because of the disability.

The City of operates under a point preference system, To qualify for preference on a promotional exam, a veteran must have
which awards points to qualified veterans to supplement their earned a passing exam score and received a USDVA active duty service
application. Ten (10) points are granted to non-disabled veterans on connected disability rating of 50% or more. For a promotional exam, a

qualified disabled veteran is entitled to be granted five ( 5) points.
Disabled veterans eligible for such preference may use the five points
preference only for the first promotion after securing employment with the

open competitive examinations; Fifteen (15) points are awarded if the
veteran has a service connected compensable disability as certified by

the U.S. Department of Veterans Affairs (USDVA). City of

To qualify for preference for a competitive exam, you must have Claims must be made on the form below and submitted with your

earned a passing score and been separated under honorable application by the application deadline of the position for which you are

conditions from any branch of the armed forces of the United States applying. If the “Member Copy 4” DD214 is submitted to our office

after having served on active duty for 181 consecutive days, or by separate from this sheet, please attach a note with it indicating the

reason of disability incurred while serving on active duty, or after having position for which you are applying and your present address.

served

Name (Last) (First) (MI) Social Security Number Position For Which You Applied
Closing Date:

Address (Street) (City) (State) (Zip) Phone Number Are you a US Citizen or Resident Alien?
[ ]vYEs L INO

VETERAN (10 points):
(“Member Copy 4” of DD214 or DD215 must be submitted to receive points)
Honorably discharged veteran [JYes [INo

DISABLED VETERAN (15 points):

(“Member Copy 4” of DD214 and USDVA letter of disability rating decision of 10% or more must be submitted to receive points)
Percent of Disability: %
Have you ever been promoted within the City of employment? []Yes []No

SPOUSE OF DECEASED VETERAN (10 points or 15 if the veteran was disabled at time of death):
(“Member Copy 4” of DD214 or DD215, photocopy of marriage certificate, spouse’s death certificate and proof veteran died on or as a
result of active duty must be submitted to receive points. You are ineligible to receive points if you have remarried or were divorced from
the veteran.)

Date of Death: Have you remarried? [ JYes [ JNo

SPOUSE OF DISABLED VETERAN (15 points):

(“Member Copy 4" of DD214 or DD215 and USDVA letter of disability rating decision of 10% or more must be submitted to receive points.)
How does Veteran’s disability prevent performance of a stated job “requirement?” Due to the veteran’s service-connected

disability the veteran is unable to qualify for this position because (be specific):

AFFIDAVIT: | hereby claim Veterans’ Preference points for this examination and swear/affirm that the information given is true,
complete and correct to the best of my knowledge. | hereby acknowledge that | am responsible to obtain the required Veterans’
Preference verification documents and submit them to the City of Gilbert by the required application deadline.




Signature Date

INFORMATION REGARDING CLAIMING
VETERANS’ PREFERENCE

Preference points are awarded to qualified veterans as defined by Minn. Stat. § 197.477, and to certain spouses
of deceased or disabled veterans subject to the provision of Minn. Stat. §§ 197.447 and 197.455.

The veteran must:
a) be a U.S. citizen or resident alien;
b) have received a discharge under honorable conditions from any branch of the U.S. Armed Forces; AND
have either:
i. served on active duty for at least 181 consecutive days, or
ii. have been discharged by reason of service connected disability, or
iii. have completed the minimum active duty requirement of federal law, as defined by CFR title 38,
section 3.12a, i.e., having fulfilled the full period for which a person was called or ordered to active
duty by the United States President, or
iv.  certified service and verification of “veteran status” granted under U.S. PL 95-202.

The information provided will be used to determine your eligibility for veterans’ preference points. You are
required to supply the following information:

1) Attach a copy of the “Member Copy 4” of your DD214 or DD215. This copy must state the nature of
discharge; i.e., honorable, general, medical, under honorable conditions. (“DD214 “Member-1" copy will not be
accepted.)

2) Disabled veterans must also supply a Military/United States Department of Veterans’ Affairs Rating
Decision that supports/verifies the fact that the injury was incurred while on, or as a result of, active duty service.
Disability incurred while on, or as a result of, active duty for training purposes does not quality for disabled veteran
preference per Minn. Stat. §§ 197.455 and 197.447.

3) A spouse of a deceased veteran, applying for preference points must supply their marriage certificate, the
veteran’s “Member Copy 4” DD214 or DD215, USDVA verification that veteran died on or as a result of active
duty, a death certificate, verification of their marriage at the time of veteran’s death, and that the spouse has not
remarried.

Thank you for your military service and for your interest in employment with the City of Gilbert. Please contact our
office at (651) 281-1200 or your local County Veterans’ Service Office, if you have any questions regarding
veterans’ preference.



Applicant Data Practices Advisory

The Minnesota Government Data Practices Act (Minn. Stat. §§ 13.01 — 13.90) includes two sections
affecting applicants seeking employment with the City of Gilbert. First, under “Rights of Subjects of
Data” (Minn. Stat. § 13.04), when an applicant is asked to provide information about him/herself, the
City must advise you of:

The purpose and intended use of the data;

Whether you may refuse or are legally required to supply the requested data;

Any known consequences arising from your supplying or refusing to supply the data; and

The identity of other persons or organizations authorized by State of Federal law to receive the
data you provide.

Second under “Personnel Data” (Minn. Stat. §13.43) the following data on you as an applicant for
employment by a public agency is automatically public:

Your veteran’s status;

Your job history;

Your education and training;

Your relevant test scores;

Your rank on our eligibility list; and
Work availability.

As an applicant, your name is considered private until you are certified as eligible for appointment to a
position or are considered by the appointing authority to be a finalist for a position in public
employment.

If you are hired, the following additional data about you will be considered public information:

Your name;

Your employee identification number (which is not your Social Security number);

Your actual gross salary, contract fees, salary range, and actual gross pension;

The value and nature of employer paid benéefits;

The basis for and the amount of any added remuneration, including expense reimbursement, in
addition to your salary;

You job title, bargaining unit (if applicable) and job description;

The dates of your first and last employment with us;

The status of any written complaints or charges against you while you work for the City of
Gilbert, regardless whether or not they have resulted in disciplinary action, the final disposition of
any disciplinary action and supporting documentation;

You work location and work telephone number;

Your education and training background;

Work-related continuing education;

Honors and awards you have received;

Payroll timesheets or other comparable data that are only used to account for your works time
for payroll purposes: except to the extent that release of time sheet data would reveal
employee’s reasons for the use of sick or other medical leave or other non-public data;

Your previous work experience;



Applicant Data Practices Advisory continued

e The “complete” terms of any settlement agreement (including buyout agreements) except that
the agreement must include the specific reasons if it involves the payment of more than
$10,000 of public money; and

e Your badge number. This data is private if the candidate is applying for or is hired for an

undercover law enforcement position.

All data concerning you which is placed in your personnel file and which is not addressed in statute as
public data (see above listing) is private data. This private data will be available to you and those
members of city staff needing it to process city records. In addition, the following persons or
organization are authorized by state and federal law to receive this data if they so request in certain
circumstances:

e The Bureau of Census;
Federal, State and County Auditors;
The State Department of Public Welfare;
The Department of Human Rights;
Labor organizations and the Bureau of Mediation Services;
Data may also be made available through court order.

The data you provide is needed to identify you and you assist in determining your suitability for the
position for which you are applying.

NOTICE REGARDING SOCIAL SECURITY NUMBER: This information will be used for payroll taxes,
insurance purposes, and retained in the employee’s data record.

NOTICE TO MINORS: Minors from whom private data or confidential data is collected have the right to
request that parental access to the private data be denied.

If you have any questions regarding your rights as a subject of data, please contact the City of Gilbert,
City Clerk at 16 South Broadway St, Po Box 548, Gilbert, MN 55741. This information is subject to
change consistent with subsequent amendments to the Minnesota Government Data Practices
Act.
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