Orange County Comptroller
Manager, Clerk’s Office

The Manager, Clerk's Office, manages and supervises the activities and responsibilities of the Clerk's Office of the Orange County Comptroller. 

Responsibilities include preparation of official minutes of all Board of County Commissioners' meetings, distribution of the decision documents associated with the meetings, and maintaining the permanent files and records. Also serves as Clerk to the Value Adjustment Board. The Manager, Clerk's Office, works independently within the scope of established laws, policies, and regulations. General direction is received from the Assistant Comptroller, Records Administration Division, or the Comptroller. Work is subject to periodic audits. 

Position requires a Bachelor's degree with major course work in public administration, business administration, or a related field and four years experience in local or state government with two of the four years experience as a supervisor.  Preference will be given to candidates with two of the four years management experience in a governing body's records office and/or one additional year experience as a supervisor.
Duties and Responsibilities:

· Manages, supervises, and organizes the employees to ensure that the department functions at its highest potential and is meeting established goals and objectives in an efficient and responsive manner. 

· Directs the minutes and records function of the department. 

· Serves as Clerk to the Value Adjustment Board. 

· Provides temporary secretarial support for newly created authorities or committees until permanent secretaries are appointed/hired. 

· Participates actively in the management team of the Comptroller's Office. 

· Participates actively in efforts to coordinate functions with other government agencies. 

· Performs other duties as assigned.
Apply for this position at http://www.orangecountyfl.net/jobs (Job Req. #7560).  You may also provide a resume and cover letter to hr.manager@occompt.com.    Please apply by Wednesday, 3/19/08.
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