President’s Message
Patti Garcia, Town of Windsor

July 2017
Hello Colorado Clerks!
I recently had the honor of greeting the 2017
attendees of the Colorado Municipal Clerks Institute at Regis University. One of the questions I
asked them was “did anyone say they wanted to
be a Municipal Clerk when they were growing
up?” I remember wanting to be a nurse when I
was very young and in high school I told my dad
that I wanted to be a ski bum in Winter Park. I
did end up in Winter Park but not as a ski bum! I
spent 14+ years working in various industries and
ended my time there as the Town Clerk for four
years. It is always an interesting story on how
people came into being a town or city clerk.
Knowing my dreams as a 16 year old, when I saw
the job posting for a deputy town clerk/municipal
court clerk for the Town of Winter Park, I couldn’t pass up the opportunity and sent in my resume. Much to my surprise I was hired and I
have never looked back. Part of my drive to apply was, and continues to be, the desire to be part
of a positive impact on my community.
When I was in grade school I watched Star
Trek (the original). My maiden name is Kirk so I
told all my 2nd grade classmates that Captain
James T. Kirk was my uncle – and they all believed it! It was a fun year of coming up with stories of my “uncle” and it was my 10 minutes of
fame. I have continued to be a “trekkie” and
watched the follow up versions of the show. One
of my favorites is the Next Generation – the captain is Jean Luc Picard – and before heading out
on a mission he always tells the crew to “engage”.
That has always resonated with me as that is part
of what we do in municipal government; we need
to engage our communities and our internal and
external customers.
One area that I will encourage you to engage
in is with your fellow clerks. Watching the Institute attendees interact with each other was encouraging. We sometimes get into our own routines and don’t branch out and network with
those who really understand our roles and responsibilities – and that is other clerks! Northern Col-

orado is fortunate to have networking meeting six
times a year complete with speakers on relevant
topics and lunch. I love hearing what is happening
in other communities and learning from their experiences. An easy way to stay engaged is becoming part of one of the CMCA committees. They
are listed on the CMCA website and new members are always welcome. Most of the work is
done by email and around individual schedules.
There will also be openings on the Executive
Board in 2018 – information should be coming
out from Rhonda Coxon, CMCA Past President.
The Windsor Town Manager and I recently
created a Local Government 101 class for new
employees – I will leave you with the last slide as I
believe this is the reason why so many of us are
engaged in local government!
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2017 Committees
COMMITTEE
Audit
Awards
Communique
Annual Conference
Education

Train the Trainer
PDO
Legislative
Membership

Nominating

Quill
Records Management
Scholarship
Sponsorship/
Benefit
Study Committee/
Handbook
Ways and
Means
Web Page
IIMC Liaison

Liquor Liaison

CHAIR
VICE CHAIR
Lisa Anderson, Castle Rock
Donna Kast, Manitou Springs
303-660-1367
719-685-2554
dkast@comsgov.com
landerson@crgov.com
Lauren Bloemsma, Telluride
Alisa Darrow, Berthoud
970-728-2158
970-532-2643
lbloemsma@telluride-co.gov
adarrow@berthoud.org
Mary Lee, Platteville
Devin Million, Platteville
970-785-2245
970-785-2245
mlee@plattevillegov.org
dmillion@plattevillegov.org
President, Past President, Vice President and Education Chair (s)
Education Co-Chairs
Cheryl Aragon, Greeley
Nancy Vincent, Thornton
970-350-9743
303-538-7223
cheryl.aragon@greeleygov.com
nancy.vincent@cityofthornton.net
Margy Greer, Lakewood
Jennifer Pettinger, Lone Tree
303-987-7081
303-708-1818
margre@lakewood.org
Jennifer.pettinger@cityoflonetree.com
Sarah Johnson, Colorado Springs
Raegan Robb, Evans
719-385-5103
970-475-1104
sbjohnson@springsgov.com
rrobb@evanscolorado.gov
Lisa Horton, Aurora
Michele Millard, Lakewood
303-739-7095
303-987-7086
lhorton@auroragov.org
micmil@lakewood.org
Margy Greer, Lakewood
Daryl Payne, Pueblo
303-987-7081
Historian
719-553-2669
margre@lakewood.org
dpayne@pueblo.us
+ Executive Board Members
Susan Ortiz, Greenwood Village
Helen Cospolich, Breckenridge
303-486-5752
970-547-3127
sortiz@greenwoodvillage.com
helenc@townofbreckenridge.com
Nanette Fornoff, Fort Lupton
Krystal Eucker, Windsor
720-466-6112
970-674-2402
nfornof@fortlupton.org
keucker@windsorgov.com
Cheryl Powell, Milliken
Meghan Martinez, Frederick
970-660-5049
720-382-5500
cpowell@millikenco.gov
mmartinez@frederickco.gov
Rhonda Coxon, Snowmass Village
Betsy Holder, Greeley
970-923-3777
970-350-9742
rcoxon@tosv.com
Betsy.holder@greeleygov.com
John Brennan, Fort Morgan
Lisa DelPiccolo, Montrose
970-542-3963
970-240-1422
jbrennan@cityoffortmorgan.com
ldelpiccolo@ci.montrose.co.us
Cheryl Campbell, Garden City
Linda Blackston, Aurora
970-351-0041
303-739-7094
gardencity1938@aol.com
lblackst@auroragov.org
Laura Smith, Cherry Hills Village
Teri Colvin, Arvada
303-789-2541
720-898-7544
lsmith@cherryhillsvillage.com
tercol@arvada.org
Nancy Vincent, Thornton
Nancy.vincent@cityofthornton.net
Robin Eaton, Wheat Ridge
reaton@ci.wheatridge.co.us
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2017 PROFESSIONAL DEVELOPMENT OUTREACH SCHEDULE
Date

Time

Class

Location

Aug 11

8-4

Fundamentals and Practicalities

Colorado Springs

Aug 11

9-4

Preparing for April 2018 Elections

Gypsum

Sept 1

9-4

Preparing for April 2018 Elections

Cheyenne Wells

Sept 8

9-4

Preparing for April 2018 Elections

Severance

Sept 8

9-1

Moving Towards Electronic Records
Management

Colorado Springs

Sept 15

8-4

Fundamentals and Practicalities

Black Hawk

Sept 22

9-noon

Change is Constant:
2016-17 Liquor Legislation

CML Office
1144 Sherman Street
Denver, CO 80203

Sept. 29

9-noon Modifications, Transfers & Changes, Oh My!
1:30-4:30 Hashing it Out - A Marijuana Primer

Oct 2-4

Colorado Springs

CMCA Fall Conference

Embassy Suites
Loveland, CO

Oct 5

8-4

Fundamentals and Practicalities

Salida

Oct 6

9-4

Preparing for April 2018 Elections

Del Norte

Register for Events

CMCA Fall Conference
October 2-3, 2017 Embassy Suites, Loveland, CO

Registration Now Open
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Athenian Dialogue
October 1, 2017
CMCA Fall Conference
I Am Malala: The Girl Who Stood Up for Education and Was Shot by
the Taliban by Malala Yousafzai: When the Taliban took control of
northern Pakistan, one girl spoke out. Malala Yousafzai refused to be silenced and fought for her right to an education. At age 15, she almost paid
the ultimate price. Shot in the head at point-blank range while riding the bus
home from school, she was not expected to survive. Instead, Malala's miraculous recovery has taken her on an extraordinary journey from the Swat Valley in Pakistan to the halls of the United Nations in New York. She has become a global symbol of peaceful protest and the youngest ever nominee
for the Nobel Peace Prize. I Am Malala is the remarkable tale of a family uprooted by global terrorism, of the fight for girls' education, and of Malala's
parents' fierce love for their daughter in a society that prizes sons. It will
make you believe in the power of one person's voice to inspire change in the
world.

PDO Coordinators for 2017
Liquor – Dawn Quintana, Longmont
303-651-8647
Marijuana (new PDO) – Laura Bauer, Commerce City
303-289-3676 lbauer@c3gov.com
Records – Barb Setterlind, Centennial
303-754-3324 bsetterlind@centennialco.gov
Nuts & Bolts – Margy Greer, Lakewood
303-987-7081 margre@lakewood.org
Elections – Karen Goldman, Aurora
303-981-8022 charna48@comcast.net
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CMCA AWARDS COMMITTEE
SEEKING NOMINATIONS
Every year, the Colorado Municipal Clerks Association (CMCA) honors and
recognizes the contributions of individuals who have made a noticeable
impact on their municipality or on our organization with an award. We
need nominations from you for people that you think fit this description.
Nomination Forms will be posted on both the Manager and Clerk List
Serves as well as the CMCA website: www.cmca.gen.co.us/ and are due
September 8th. Awards will be presented at the Annual Fall Conference in
Loveland in October. Also of note – we honor retiring Clerks with 10 or
more years of service with an Award so please let me know of any and all
Clerks retiring in 2017 – thanks in advance for your help. If I don’t know
about them I can’t give them an Award. Take a moment and email me
now!







We are seeking nominations for:
CMCA Clerk of the Year
Outstanding Contribution to a Municipality
by a Clerk or Deputy Clerk
Outstanding Contribution to CMCA
by a Clerk or Deputy Clerk
Outstanding Contribution to CMCA
by a Person other than a Clerk
( i.e. CML, State or Local Agencies, etc.)

For more information contact:
Jackie Kennefick
Awards Committee Chair
Colorado Municipal Clerks Association
jkennefick@mtnvillage.org
970-369-6406
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Town Clerk—Buena Vista
The Town of Buena Vista, CO is looking to hire a Town Clerk who will be
responsible for a variety of clerical and statutory duties, including keeping an
accurate record of all official acts of the Board of Trustees, running local
elections, handling liquor licensing, and acting as custodian of all town records. The salary range is $41,275 - $57,787 DOE. Download the full job description here.
Please send a resume, cover letter, and application via email or mail to arrive
by August 18 by 5 PM. You can email application materials to Town Administrator Phillip Puckett at bvadmin@buenavistaco.gov or mail them to
P.O. Box 2002, Buena Vista, CO 81211. If you have any questions please call
Phillip at 719-395-8643 ext. 13.

Town Clerk—Berthoud





Type: Full Time
Salary/Pay Rate: $59,000 - $65,000
Posted Date: 07/24/2017 1:00 PM
Deadline to Apply: 08/15/2017 5:59 PM

The Town of Berthoud is seeking qualified candidates for the position of
Town Clerk. Starting salary range: $59,000 - $65,000 DOQ. Position reports to the Town Manager and is responsible for all statutory and legal requirements of the position. Town application is required for consideration.
Application and resume should be submitted to: Town of Berthoud, Attn:
Town Clerk, PO Box 1229, Berthoud, Colorado 80513, or email
to tbrewster@Berthoud.org. Submittal deadline: August 15, 2017. Click
here for complete job description. Benefit information can be viewed by
clicking here. EOE
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POSITION TITLE: CITY CLERK (Full-Time Regular) (Unclassified Management) - Fort Collins
REQUISITION #: req1273
DEPARTMENT: City Clerk
LOCATION: CITY HALL
BENEFIT CATEGORY: Unclassified Management View Classifications & Benefits
EMPLOYMENT TYPE: Full-Time Regular
ANNUAL SALARY RANGE: $81,894.00 - 114,652.00 (Salaries are paid biweekly)
SELECTION PROCESS: Application deadline is 3:00 p.m. MT on 8/14/2017.
You will receive an email acknowledgment when you have successfully submitted an application. Your completed application will be forwarded to the hiring manager. You will be notified if you are selected for further testing or interviews. Please keep your contact information up-to-date. The status of your application will be updated in your applicant profile. Post-offer background check, MVR and
drug test required.
Located against the foothills of the Rocky Mountains and home to Colorado State University (CSU), the City of Fort Collins offers a
diverse culture, educated and engaged citizens, outdoor recreation, bicycles, breweries, historic charm, and a thriving economy.
Throughout the year, live music and entertainment, as well as great local dining, can be found throughout the historic downtown area.
Fort Collins offers the convenience of a small town with all the amenities of a larger city.
The City’s long list of acknowledgements includes:







No. 8 Top 25 Best-Performing Large Cities (Yahoo Finance 2016)
“Top Ten Websites” Best of The Web Awards (Center for Digital Government – September 2016)
Top 10 Healthiest Cities" (Livability.com - April 2015)
No. 13 “Best Place to Live” (Livability.com - September 2015)
No. 9, and “One of the Top 10 Best Places to Retire” (CBS Money Watch - February 2012)
Why Work For the City of Fort Collins?
- Medical, dental, vision (for self, spouse, children) – eligible on the 1st of the month following 30 days employment
- Paid vacation, paid holidays, and sick days
- Retirement + company matching – after 6 month probation period and immediate vesting
- Flexible spending: Medical expenses FSA, dependent FSA or both
- Employee Assistance Program: counselling, legal, financial assistance
- Life insurance, short-term and long term disability
- Wellness program, workout facilities
- Employee/family Onsite Health Clinic
- Personal & professional learning opportunities including supervisory and leadership development; plus career mobility
- Collaborative work environment

The City of Fort Collins will make reasonable accommodations for access to City services, programs and activities and will make
special communication arrangements for persons with disabilities. Please call (970) 221-6535 for assistance.
The City of Fort Collins is an Equal Opportunity Employer. Applicants are considered for positions for which they have applied without regard to gender (regardless of gender identity or gender expression), race, color, religion, creed, national origin, ancestry, age 40
years or older, marital status, disability, sexual orientation, genetic information, pregnancy or other characteristics protected by law.
For the purpose of this City policy “sexual orientation” means a person’s actual or perceived orientation toward heterosexuality, homosexuality, bisexuality.
BACKGROUND CHECK, MVR AND DRUG TEST REQUIRED.
Note: Some information in your application may be public information under the Colorado Open Records Act.
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SUMMARY
Responsible for planning, organizing and directing the operation and activities of the City Clerk's Department.
ESSENTIAL DUTIES AND RESPONSIBILITIES: The following duties and responsibilities are illustrative of the primary functions of this position and are not intended to be all inclusive.
 Secretary to the municipal corporation, Secretary to the Board of Directors of the Electric, Stormwater, Water and
Wastewater Enterprises, Secretary to the Board of Directors of the General Improvement District; Member of the Executive Lead
Team.Directs the preparation of short term and long range plans and the City Clerk department's annual budget based on the
goals and growth objectives of the department.
 Develops goals, objectives, policies and priorities for the department; prepares, presents and administers the departmental
budget.
 Evaluates the results of overall operations and service levels and provides regular reports to the Deputy City Manager.
 Coordinates and prepares agendas for all City Council meetings and study sessions.
 Records and maintains proceedings (minutes) of all regular City Council meetings.
 Maintains records such as ordinances and resolutions.
 Administers, prepares, and coordinates all City elections in accordance with state and local laws.
 Mails or publishes all official and legal notices.
 Provides staff support to City's Liquor/Marijuana Licensing Authority, Election Code Committee and other committees or
task forces.
 Processes, transfers, and renews liquor and marijuana licenses.
 Coordinates the recruitment, application and appointment processes for the City's boards and commissions.
 Responds to inquiries for information about City government operations and City Council legislation and decisions.
 Maintains custody of City Seal and executes official City documents.
SUPERVISORY RESPONSIBILITIES
This position is responsible for the supervision of City employee(s).
Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include
interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.
QUALIFICATIONS: The requirements listed below are representative of the knowledge, skills and abilities required to perform the
necessary functions of this position.
KNOWLEDGE, SKILLS, AND ABILITIES
 Knowledge of laws related to open meetings, open records and records retention.
 Knowledge of legislative proceedings.
 Knowledge of accounting principles.
 Ability to interpret state Constitution and statutes, City Code, and City Charter.
 Ability to use word processing, financial and database software.
 Knowledge of budget preparation and development.
 Ability to work cooperatively and effectively with customers and co-workers.
 Ability to communicate effectively, both orally and in written form.
EDUCATION and EXPERIENCE
Bachelor's degree in business administration, public administration, records management, or related field from an accredited college
or university; five to seven years related experience; or equivalent combination of education and experience.
LANGUAGE SKILLS
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents. Ability to
respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community. Ability to
write articles for publication that conform to prescribed style and format. Ability to effectively present information to managers, public groups, and/or boards of directors.
REASONING ABILITY
Ability to define problems, collect data, establish facts, and draw valid conclusions.
CERTIFICATES, LICENSES, REGISTRATIONS
Valid driver’s license.
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.
While performing the duties of this job, the employee is regularly required to, sit; and talk or hear. The demands on the visual sense
are high. The employee frequently is required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; climb or
balance and stoop, kneel, crouch, or crawl. The employee is occasionally required to lift and/or move up to 50 pounds.
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee would
encounter while performing the essential functions of this job.
Normal office environment. The noise level in the work environment is usually moderate.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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Helpful Links and Online Training...
Learn the latest from the Governor’s Office
http://www.colorado.gov/governor

Get updates from the Secretary of State
http://www.sos.state.co.us/

CML Events and Training

National League of Cities

ARMA International

http://www.aiim.org/Community/Chapters/Intermountain

http://www.cml.org/

http://www.arma.org/

http://www.nlc.org/

AIIM-Rocky Mountain

ARMA Denver

http://www.armadenver.org/index.htm

ARMA Northern Colorado

http://www.northerncoloradoarma.org/index.html

ARMA Western Colorado
http://www.wcoarma.webs.com/

Wyoming ARMA

http://www.armawyoming.org/

Colorado Government
Finance Officers Association
http://www.cgfoa.org/

NAGARA

http://www.nagara.org/

Liquor Enforcement

http://www.colorado.gov/revenue/liquor

Liquor License Look-up

http://www.colorado.gov/cs/Satellite/Rev-Liquor/LIQ/1209635768152

NARA

http://www.archives.gov/denver/

Free Online College Courses

http://www.openculture.com/freeonlinecourses
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Communiqué Newsletter
Dates to Remember
Thanks to everyone who submitted articles and ideas for the Communiqué.
We gladly accept articles from any municipality wishing to submit information.
Please forward your stories or ideas to: mlee@plattevillegov.org
Submit your information by the

20th of each month
to publish the following month..

THANK YOU
to the following businesses
who have chosen to support
our Organization!
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