
The City of University Heights, Ohio is seeking resumes for the position of Assistant Clerk of 

Council. 

The Assistant Clerk of Council aids the Clerk of Council performing a myriad of duties to 

coordinate internal and external activities for the City Council, Planning Commission, Board of 

Zoning Appeals, and/or other boards and committees as directed by the Clerk of Council.  The 

position requires knowledge of municipal procedures and diplomacy and ability to act 

independently on routine matters.  Some of the duties include: 

▪ Transcribe minutes of all committee meetings  

▪ If requested by the Clerk of Council, attend and transcribe minutes of Council, Board of 

Zoning, Planning Commission and/or and other designated meeting 

▪ Provide independent follow up to routine inquiries 

▪ Must be able to fill in for Clerk of Council at all times including evening meetings 

▪ Knowledge of municipal procedure; ability to interpret related language 

▪ Being a Certified Municipal Clerk or Master Municipal Clerk preferred but not required 

▪ Strong written and verbal communication and coordination between other city 

employees and the public 

 

Please see detailed description at www.CityofUniversityHeights.com 

The deadline to reply to kthomas@universityheights.com by is April 12, 2024. 
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