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Admin-Deputy Clerk

April 2026

TASKS COMPLETED

Answering phones & assisting the
public with inquiries

Filing & organizing records &
documents

Data entry & maintaining database
Getting the mail from post office &
Old City Hall

Preparing Minutes from City Council
meetings

Move In move out

Collecting & Posting payments from
customers

Issuing Licenses & permits
Balancing cash drawer &reconciling
receipts

Scanning Invoices & filing sending
Late notices

Red Door Notices & collection calls
Load meters & unload fixing accounts
that didn’t get accurate readings
Biling

PROJECTS IN PROGRESS

Getting ready for Youth T-Ball, Baseball Sign ups and sponsorships scanning and emailing
over to Stepheny.

Dog License month
Issuing Burn Permits sending to Adams County Dispatch & MV Fire Dept
Meeting minutes catch up
Completing and sending off background checks for the volunteer’s
ACHAT Meeting 4/7/26




