




























































































































































Role of the
City Secretary
2019



Office of the City Secretary
• The office of the City Secretary is one of the most interesting
and rewarding positions in city government.

• The position of City Secretary is a statutory required position
set out in State Law and City Charter.

• The City Secretary is an officer of the City.
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Mission of the City Secretary

The City Secretary’s Office is committed to support the
legislative process, promotes transparency to serve the
public, elected officials and city departments. The
office strives to provide high quality services and

deliver excellent customer service.
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But What Do You Do?
Functioning much like the Secretary of State, the City Secretary is the
local official responsible for:

• Maintaining the integrity of the election process
• Ensuring transparency and access to city records in compliance with
the Texas Open Meetings Act and Texas Public Information Act

• Recording and preserving local government history and safeguarding
the City’s records

• Serving as the compliance officer for federal, state, and local statutes
• Serving as the filing authority for campaign finance reports and
financial disclosure statements.
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City Secretary
Responsibilities

• Elections Administrator
• Records Management
• Public Information Act
• Open Meetings Act
• Boards and Commissions
• Alcohol Beverage City Permits
• Administrative Duties
• Official Duties
• Mayor and City Council Support
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Elections Administration
• Municipal Elections

• Serve as Elections Administrator for all City General and Special Elections
• Requires being well versed about Election Laws and knowledgably about Ethics
• Prepare Election Calendars
• Prepare Candidate Packets
• Prepare Election Order & Notices
• Campaign Finance Reports
• Prepare Canvass Documents
• Works closely with Travis County Election Administrators.
• Assists voters both during early voting and on Election Day with their correct
polling location information, voting status, etc.
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Records Management
A record is defined as “any information that you create regardless of media”

The City Secretary is designated as the Records Management
Officer for the City.

• Responsible for ensuring compliance with State Retention
Schedules and destruction of City records. (Texas State Library
& Archives Commission)

• Preserve the City’s history and legislative action.
• Oversee the Records Management Committee
• Oversee Records Storage, Destruction, & Inventory
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Public Information Act
(Open Records)
Violation of the Public Information Act can result in investigation by the AttorneyGeneral
and fines.

• Receive & Log Records Request
• Distribute to Departments for Responsive
Information

• Track Requests
• Prepare Responsive Information & Invoice as Needed
• Process Requests through the City Attorney and
Attorney General

• Ensure Compliance with Texas Public Information Act
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Boards, Commissions and Committees

• Administer and Coordinate the appointment process for Boards &
Commissions.

• Receive applications year round and maintain Board Applications for
one year.

Active City Boards
Planning and Zoning Commission

Board of Adjustment
Ethics Commission

Charter Review Committee
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Administrative Duties
• Certify and Issue Alcohol Permits
• Administer Alcohol Permit Fees
• Maintain the City’s Code of Ordinances (Municode)
• Official Documents Filings
• Publication of Legal Notices and Ordinances
• Post Meeting Notices & Ensure Compliance with the Texas Open
Meetings Act

• Attend all City Council meetings and take minutes, writing the minutes
in a final form, having the council approve the minutes.

• Other Duties as assigned by City Manager
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Official Duties
• Maintain the City Seal
• Attest to official city documents such as ordinances,
resolutions, and contracts.

• Administer Oaths
• Maintain Conflict of Interest Forms
• Maintain Campaign Finance Reports
• Receive Proposed and Final City Budget
• Ensure Records are Authenticated, Archived, and
Codified as Appropriate

• Notary Public
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Mayor and City Council Support
• Compliance with Open Meeting Act – post public notices of all City

Council and Board/Commission/Committee Meetings.
• Agenda Packet Preparation & Distribution
• Council Meeting Preparation
• Agenda Packet for City Council Meetings are on City’s website – not a legal

requirement; however, this is a benefit to our residents and relays
Governmental Transparency for the City.

• Serves as a liaison between the public and Mayor & City Council.
• Field resident concerns, requests for meetings/attendance at events,

proclamations or letters of welcome/thanks.
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TRMC – Texas Registered Municipal Clerk

• Texas Municipal Clerks Certification Program is a university-level 
professional education program through the University of North Texas.

• State sanctioned program that provides certification upon completion of 
the three year program and requires recertification every five years.
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Thank You!
Questions
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I.T. DEPARTMENT
A summation of duties, responsibilities and current goals.



What we do

The IT (Information 
Technology) department oversees the 
installation and maintenance of computer 
network systems, communication technology 
and digital storage within a company. Its 
primary function is to ensure that the network 
runs smoothly and securely. 

We evaluate, install and trouble-shoot the 
proper hardware and software necessary to 
keep the network functioning properly.

Installation and maintenance of all 
communication systems including, cell phones, 
VOIP and email.

Maintenance of all desktop, laptop, tablets and 
other City owned electrical equipment. This 
includes, security systems, specialized police 
equipment and camera systems.



A glimpse into some 
of our biggest 
responsibilities 

◦ The installation and maintenance of the City's Incode
server/software. Incode is responsible for all the City's Court 
billing and records, Utility billing and records as well as City 
payroll.

◦ Tyler Technology RMS server/software which is used by our 
police department to document reports of all incidents, 
including traffic stops, domestic disputes and all other police 
calls. Because of the critical nature of the data stored by RMS, 
stringent security measures must be met by state and federal 
guidelines.

◦ WatchGuard camera systems and data storage. All police 
vehicles and officers are equipped with video surveillance 
equipment that records all incidents and then stores locally to 
be used for evidence. 

Servers

Incode

RMS

Watchguard



City 
Communications
◦ Internet and phone service to all building 

locations.

◦ Wireless internet, cellphones and VOIP

◦ Fiber connection between buildings to allow 
for smooth and fast transfer of data.

◦ Network file sharing between departments 
and locations.

◦ Satellite connections with Federal 
government agencies for access to secure 
information system used by the Police.



Computer 
purchasing, 
maintenance and 
troubleshooting.

◦ Purchasing of computer hardware and lifeline rotation of 
equipment throughout the city.

◦ Deployment of equipment including software installations, 
printer connections, troubleshooting and in case of hardware 
failure the replacement of said part or entire system.

◦ Scheduled Preventative Maintenance.

◦ Ensuring that each user has the equipment needed to make 
their job as easy to accomplish as possible and provide the 
greatest speed and efficiency to all tasks.



A Wide scope view of the City 
through I.T.

◦ Over 40 desktop phones

◦ 35 MDC’s (Police Mobile Laptop)

◦ 90 Monitors

◦ 50 Desktop Computers

◦ 12 Laptop Computers

◦ 25 WatchGuard In-Car camera systems

◦ 28 WatchGuard Body cameras

◦ Over 200 Verizon Wireless devices

◦ Over 30 fleet management devices

◦ 9 Servers

◦ 12 Virtual Machines

◦ 8 Network Switches

◦ 2 Modems and routers

◦ Firewall systems at each location

◦ 7 Wireless AP’s 

◦ 11 Unique programs used throughout the 
City and departments

◦ City Wide Scada program and equipment



Current/Future 
goals and 
projects

◦ Just completed deployment of the Fleet Management system for 
police with plans to expand to the rest of the City vehicles in the 
future.

◦ Moving WatchGuard to Cloud Storage

◦ Upgrading Incode to include TCM modules

◦ Upgrade of City-wide phone system from old Samsung system to 
new Verizon OneTalk.

◦ Finalization of City transfer to E-Lan program with Spectrum, which 
will connect all buildings with the City by fiber. Network 
infrastructure will be carried out on the back end allowing for 
higher speeds and better security.

◦ Cloud storage of data back ups to further protect City digital assets 
in case of emergency. (Ransom-ware attack, natural disasters, etc)

◦ Look to the future and plan accordingly for the growth of the City 
and it’s needs.

The I.T. Department strives to 
be pro-active instead of 
reactive to help make sure the 
City stays ahead of current 
demands. We also have built 
our service model on being 
more readily available than 
past and commonly know I.T. 
Departments so we can build 
trust with users to better 
facilitate working relationships 
among city staff. 
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