


OUR CITY
Morgantown is home to a culturally diverse population. The city is made 
up of seven wards and has a strong neighborhood association network, 
some of which were independent towns that were annexed into the city. 
Neighborhoods include First Ward, Woodburn, South Park, Jerome Park, 
South Hills, Greenmont, Suncrest, Evansdale, Wiles Hill/Highland Park 
and Norwood. These neighborhood associations play a key role in local 
government in many ways including the dissemination of information, 
input into strategic planning as well as a means of informing residents 
about various community events or emergency situations.

As the county seat of Monongalia, Morgantown is within a 500 mile radius 
of one-half of the population of the U.S. and one-third of the population 
of Canada. Morgantown is one day’s drive from six of the eight largest U.S. 
metropolitan areas, 20 metro areas of populations of 1 million or more, and 
two of the nation’s top 35 industrial markets. In 2018, it was named one of 
the top 10 most affordable places to live in the U.S. and the 16th safest city 
in West Virginia.

Morgantown is located at the intersection of Interstate 79 and Interstate 
68, giving visitors and businesses easy access in all directions to the greater 
Morgantown region. The city contained an estimated 30,855 residents in 
2016. The Morgantown metro area contains roughly 117,000 permanent 
residents, including over 30,000 full-time students at West Virginia 
University, the state’s land grant university.

OUR CITY GOVERNMENT
Morgantown has a council-manager form of city government. Council is 
comprised of seven members who are nominated by their respective wards 
by petition, containing no less than 75 signatures of registered voters, and 
are elected at large. Council serves as the Legislative Branch, electing one 
of its own members as Mayor at the first regular meeting in July of each 
year. The City Manager is appointed by the City Council and reports directly 
to the elected officials. The City Council selects the City Clerk to perform 
the duties specified by state law and the City Charter, and the City Manager 
provides day-to-day oversight and direction for the City Clerk.

City operations are supported by 275+ positions and a total budget 
of $35.3 million for the 2018-2019 fiscal year. More information about 
Morgantown can be found on the City’s website at morgantownwv.gov. 



2017-2019 STRATEGIC PLAN
The City of Morgantown’s 2017-2019 Strategic Plan serves as the road map to guide the vision of city council. The Plan 
outlines council’s goals, objectives and strategies to help make significant, measurable and attainable improvements. 
The Plan outlines nine areas which council has determined will be the primary focus of city operations for the 
remainder of their terms:

Attractive Amenities: Explore new and enhanced amenities that focus on riverfront advantage, arts and culture, 
family friendly recreation, and preserving green spaces.

Cooperative Relationships: Develop strong and lasting relationships with community stakeholders that are built 
on an equitable, sustainable and collaborative share of resources.

Excellent City Services: Maintain quality public services that promote ethical behavior, utilize emerging 
technologies, and increase optimization.

Quality Development: Encourage infill redevelopment and expansion of the airport to promote commerce and 
economic development.

Fiscal Stability: Discover sound practices for sustainable funding, cost recovery for services, new grant 
opportunities and added revenue sources to adequately fund a robust municipal operation.

Transportation & Infrastructure: Develop an efficient transportation system that promotes alternative modes, 
integrates pedestrians and increases safety for all forms of traffic (motorized and non-motorized).

Vibrant Downtown: Encourage and explore new downtown development, businesses, and activities that create a 
memorable experience.

Annexation: Expand the borders to reflect the true identity of the community and provide access to City services 
to underserved population centers and clusters.

Attainable Housing: Strive to expand affordable housing options in the community through inclusive 
accessibility to all.

Council and the City administration have already begun implementing projects to accomplish these goals. In January, 
the City was awarded a $4.1 million grant by the Hazel Ruby McQuain Charitable Trust for enhancements to the 
Hazel Ruby McQuain Riverfront Park and revitalization of the Walnut Street Landing. This will help to expand the 
Monongahela River as a regional recreation and entertainment asset. 

The city has also taken steps to enhance the Morgantown Municipal Airport. Council has appropriated funds to 
improve and modernize the existing hangars at the airport. The city is also in the process of working with the Federal 
Aviation Administration on a runway extension project. This project is an important step towards achieving the city’s 
goal of expanding and improving the airport to promote economic development. These are just a few instances which 
show the current council’s commitment towards achieving the goals set forth in its Strategic Plan.

CITY CLERK
City of Morgantown, WV



THE OPPORTUNITY
Under the direction of the City Council, the City Clerk position performs 
a variety of complex secretarial and administrative duties as to maintain 
the City Clerk office according to the City of Morgantown Charter, City 
Ordinance, and West Virginia State Law. The City Clerk is the official record 
keeper for the City of Morgantown and administers the municipal election. 

The City Clerk’s duties include attending civic and public meetings; 
providing specialized administrative support to the City Council; compiling 
information and preparing, assembling and distributing public meeting 
agenda items and other materials for City Council; recording, transcribing 
and distributing public meeting minutes; aiding to process Council actions 
in the form of resolutions and ordinances; interpreting, applying and 
explaining laws, codes, ordinances, regulations, policies and procedures; 
and supervision of the Deputy Clerk.

THE IDEAL CANDIDATE
The City of Morgantown is looking for highly motivated and experienced 
candidates. The ideal candidate is someone that...

• Can plan, organize, and assume responsibility, while carrying out the 
activities of the Office of the City Clerk according to City Charter, City 
Ordinances, and West Virginia State Law.

• Can provide excellent customer service to requests from the residents, 
government officials, and various outside agencies. 

• Is knowledgeable about governmental organization and maintaining a 
variety of complex and confidential files and records.

• Is skilled at communicating effectively, both orally and written, with all 
levels of the organization and community.

• Is forward thinking and able to provide valuable input into the long/
short-term goals, objectives, and strategic plans for the city.

• Should reside within city limits or be willing to relocate.

EDUCATION AND EXPERIENCE
• A minimum of five (5) years of administration and records management 

experience is required. Experience in the public sector is desired.

• A bachelor’s degree in Public Administration, Business Administration 
or a related field from an accredited college or university or any 
combination of education and experience that would enable the 
incumbent to successfully complete the duties assigned to the position.

• Possession of an International Institute of Municipal Clerks designation 
as a Certified Municipal Clerk (CMC) or Master Municipal Clerk (MMC) is 
desirable.



BENEFITS AND COMPENSATION
Depending upon experience, the range of pay for this position is $28.85 to 32.04 per hour.

• Retirement – Employee participates in the City of Morgantown Pension Plan. Employee contributes 6 
percent and is vested after 10 years, entitling the employee to an escalating benefit beginning at 25% of 
annual pay. Unvested contributions are returned with interest at separation. Additional plan details are 
available upon request. 

• Longevity Pay – Employees are eligible following the third year of service.

• Vacation – Pro-rated and based on employment. Employees accrue 15 days in first year which begins on 
the first day of employment.

• Sick Leave – Employees accrue 18 sick days per year and 10 of those may be used for family illness. Start 
accruing during the 10th day of the first month of employment.

• Heath Insurance – Low premiums, large provider network. $2,000 deductible and plan pays 80 
percent until employee has paid $500. Reasonable and customary paid at 100 percent after that point. 
Employees are eligible on the first of the month following the start date.

• Health Reimbursement Account – City contributes $1,500 per year. That can be used for anything 
that insurance covers (i.e., deductibles, co-pays etc.). Employees are eligible on the first of the month 
following the start date.

• Dental Insurance – $1,000 coverage. Allows 2 cleanings per year that are covered at 100%.  Extractions, 
fillings are covered at 80 percent, dentures, crowns, bridges, covered at 50 percent.

• Vision Insurance – Plan pays for 80 percent up to $400 that covers an eye exam, glasses, and contacts.

• Flex Spending – Can contribute up to $1,500 a year. Used for anything the insurance does not cover 
(vision over $400 or dental work over $1,000).

• Long Term Disability – After being absent for 90 days. Employees are eligible the first month following 
the start date.

• Life Insurance – $50,000 which starts the first month following the start date.

HOW TO APPLY
Please submit resume, cover letter, and five professional references to human.resources@morgantownwv.gov.  
For questions, contact the City of Morgantown Human Resources Department at 304-284-7451.  
The City of Morgantown is an equal opportunity employer/ADA employer. 

The deadline to apply is September 19, 2018 at 5:00 PM. 

CITY CLERK
City of Morgantown, WV


