
The City of Joaquin is taking applica6ons for the City Secretary Posi6on. 
 

Applica6ons are available at the Joaquin City Office located at 124 N. Preston, Joaquin, Texas 
75954. 

For more informa6on contact the City Office at (936)269-3021. 
 

Applica6on deadline is March 27, 2024 at 4:00 p.m. 
 
The City Council expects professionalism at all 5mes when you are represen5ng the City of 
Joaquin in your capacity as City Secretary. The purpose of this posi5on is to plan, direct, manage 
and oversee the ac5vi5es and opera5ons of the City Administra5on Office, to serve as secretary 
for the Mayor and City Council, providing highly responsible administra5ve support to both, and 
to coordinate ac5vi5es with other departments and outside agencies as assigned. 
 
Job Requirements 
 

• Experience as City Secretary is highly desired. Minimum five years of progressively 
responsible administra5ve assistant experience, preferably in the public sector. 

• Proficiently use computers, MicrosoG Office applica5ons, and general office equipment. 
QuickBooks, 10 Key and cash register. 

• Administer the prepara5on, publishing, pos5ng, and distribu5on of City Council and 
Mayor agendas and agenda packets within the guidelines of the Open Mee5ngs Act. 

• ANend mee5ngs of the City Council and Mayor and prepare official minutes; follow 
through on items acted upon by the City Council. 

• Prepare ordinances, resolu5ons, proclama5ons, reports, and memoranda for agenda 
items; aNest to, publish, and/or post ordinances and resolu5ons in accordance with law. 

• Maintain current and past legisla5ve history of City Council ac5ons, including 
ordinances, resolu5ons, contracts, deeds, and other city records; index City Council 
minutes and code ordinances; retain minutes and recordings of all mee5ngs of City 
Council; provide research and reference services to the Mayor, City Council, city staff, 
and the public 

• Execute official City documents, aNest and/or acknowledge signer of legal documents, 
administer oaths and affirma5ons, maintain the custody of the official seal 

• Coordinate the collec5on, recording, and processes of documents related to 
annexa5ons, and file results in accordance with state and federal requirements. 

• Administer all municipal elec5ons in accordance with state law. 
• Administer and manage the City's human resources ac5vi5es, including but not limited 

to performance management, compliance with regulatory concerns, policy development 
and documenta5on, and compensa5on and benefits administra5on. 

• Supervises City Hall staff to include: priori5zing and assigning work; conduc5ng 
performance evalua5ons; ensuring staff are trained; ensuring that employees follow 
policies and procedures; maintaining a healthy and safe working environment; and, 
making hiring, termina5on, and disciplinary recommenda5ons. 



 
• Supervises the ac5vi5es of the Joaquin City Hall: which includes planning, developing, 

coordina5ng, administering, and evalua5ng workflow, processes, procedures, systems, 
and standards and ensuring compliance with Federal, State, and Local laws, regula5ons, 
codes, and/or standards. 

• Serve as the general accountant and budge5ng and repor5ng taxes and keep regular 
accounts of the City's receipts and disbursements. 

 
OTHER DUTIES AND RESPONSIBILITIES 
 

• Collect, sort, and process incoming and outgoing mail. 
• May serve as a Notary Public; notarize a variety of documents related to City business 

Prepare and mail check requests for refunds to various municipali5es and the public. 
• Maintain a record filing system. 
• Perform other du5es as assigned. 

 
Compensa5on hourly, city paid benefits for health, life, dental and employee vision. TMRS paid 
vaca5on, sick, holidays and bereavement leave. 
 
Educa5on: 
 
• High school or equivalent (Required) 
 
The City of Joaquin is an Equal Opportunity Employer. 


