EXHIBIT A - JOB DUTIES OF THE LAKE POINT CITY RECORDER
The city recorder will perform the duties required of the position for the city, which include but is not limited to the duties listed in this exhibit.

A. Meeting Attendance and Recordkeeping
1. Attend all City Council meetings and Planning Commission meetings (evenings) when requested.  Arrive 30 minutes early to set-up when needed.
2. Attend other committee meetings as needed to take minutes (including evenings).
3. Prepare draft minutes for Council and/or Planning Commission approval.
4. Post agendas, minutes, signed resolutions, ordinances, and other documents as required by state code.

B. Document Management and Compliance
1. Maintain official Lake Point records, including City Council actions, ordinances, resolutions, contracts, minutes, election documents, and the municipal code.
2. Designated as the City GRAMA Officer, ensuring compliance with state laws on posting public meetings and sharing public records, including the Open and Public Meeting Act and the Government Records Access Management Act (GRAMA).
3. Coordinante, record, and maintain plats and development agreements in the city, ensuring all documents comply with legal requirements.
4. Be GRAMA or RIM certified annually as required by state code.
5. Serve as the custodian of all official minutes, records, contracts, plats, and other official city documents.
6. Countersign all contracts made on the city’s behalf.
7. Protect and manage the official city seal.

C. Notarial  and Administrative Duties
1. Perform official notarial acts, including acknowledgments, copy certifications, jurats, and oaths or affirmations. Administer oaths to City officials. Must be bondable.
2. Provide training to commissions, boards, technical, administrative, and clerical staff.
3. Forward and route electronic communications to appropriate departments, the Council chair, contractors, or council members.
4. Use city-issued email and phone for all electronic communications related to city business.
5. Work in person at city offices during designated days and hours for appointments as needed.

D. Budget and Financial Responsibilities
1. Prepare and implement the annual approved budget for the Recorder’s office, including forecasting funds needed for staffing (if applicable), equipment, materials, and supplies. Monitor and approve expenditures and implement mid-year adjustments.
2. Make purchases in accordance with city financial requirements, including for reimbursement or use of an issued city purchase card.
3. Issue, receive, and manage contracts and purchasing agreements, including tracking expiration dates and renewals.
4. Write checks for city expenses and invoices, track expenses, and work closely with the treasurer and finance committee.
5. Scan, record, and deposit incoming checks.

E. Election Management
1. Perform duties regarding all Lake Point (city) elections and Board appointments as provided by law.
2. Render interpretations and make initial findings about controversies and other matters related to the general provisions of the election code and board appointment authority.

F. Zoning and Development Administration
1. Coordinate commercial development proposals with applicants and other City departments, including responding to inquiries related to commercial zoning, commercial development, and processing of commercial applications.
2. Oversee commercial site plan reviews and presentations, including coordination of the Design Review Team.
3. Maintain development application files and coordinate commercial site plans for submission to Planning and Zoning.
4. Develop, manage, and oversee permit application software, including creating new applications, maintaining existing forms, and ensuring the system operates efficiently to meet applicant and city needs.
5. Acts as the Zoning Administrator for the City.

G. Ordinance and Policy Management
1. Work closely with legal staff and Council to implement, update, and manage changes to City ordinances, resolutions, and policies.
2. Draft and distribute resolutions and ordinances as needed.
3. Enter adopted City Code into CivicLinq upon adoption of resolutions and ordinances.
4. Perform duties related to procurement as outlined in city and state code.

H. Public Interaction and Communication
1. Respond to incoming calls, answer questions, provide information, direct the call to the correct department or person, and aim to complete these tasks in a timely manner.
2. Respond to inquiries and manage the public’s request for documents and records related to zoning and development.
3. Coordinate the creation of applications for licenses and land use applications.

I. Code Enforcement
1. Issue Stop Work Orders or Zoning Violations as needed, excluding any violations related to building code.
J. Other Responsibilities
1. Create and deliver staff reports as needed.
2. Fill in for other city staff as needed and legally allowed under state code.
3. Perform other duties as assigned.

