Township Clerk

The following are the core competencies for township clerks, as identified by the
Michigan Townships Association.

(1) Township Gover nment Oper ations

Demonstrates knowledge about township (general law or charter) government responsibilities,
functionsand powers

| dentifiesthe major functions of each branch of government—local, state and federal—al ong with
their relationship to one another

Understandsthe statutory dutiesand responsibilities of the office of township clerk

Aware of therolesand responsibilities of other elected and appointed offices

Demonstrates knowledge of the various committees, boardsand commissions serving thetownship,
including their rolesand respongibilities

Understands how township policiesand procedures are set

Demonstrates knowledge of how ordinancesarelawfully adopted and legally enforced

(2) Interpersonal Skills

Communicateseffectively

Ligensattentively

Workseffectively with individuals, departments and committeesto achieve desired outcomes
Possessesknowledge of what constitutes ethical behavior

Managesadversity and hodtility effectively

Delegatestasksappropriately

3 Leadershlp Abilities

Possessesvision, especially relativeto thetownship’sneedsor potential

Understands how to conduct effective board meetings and i s knowledgeabl e about parliamentary
procedure

Possesses effective policymaking skills

Utilizes consensus-buil ding techniques

Possesses persuasive/influential abilities

Motivates othersto achieve desired outcomes

Utilizespublic relations skillsto position township positively

(4) Administrative Skills

Possesses knowledge of the communi cation/noticing needs of the township and devises strategiesto
assemble and disseminateinformation to relevant audiences

Understandsthe township budget and the clerk’ srolein monitoring budget

Aware of purchasing policiesand thebid process

Demonstrates knowledge of uniform chart of accounts and township accounting practices
Possesses understanding of personnel administration and human resources matters

Hasability to transcribe minutes of the proceedings of each township board meeting in an accurate
and proper manner

Understands mai ntenance of township records, booksand papersin accordance with record retention
and disposa guidelines

Possesses knowledge of electionsand clerk’srolein overseeing el ections process

(5) Township Issues

Possesses knowl edge about current i ssues affecting townships

Aware of legal mattersthat could impact thetownship

Understandsthe elements of risk management

Aware of financial matters affecting the township, including revenue sources
Possesses knowledge about land use

Understandsthe planning and zoning process

Possesses knowledge of township servicesand their policy implications



