










 
SAMPLES OF OTHER CITIES CHARTERS – CITY SECRETARY 

 

CENTRAL TEXAS CITIES 

City of Georgetown 
The Council shall appoint the City Secretary, who shall serve at the pleasure of the Council. 
The City Secretary shall keep the records of the Council and shall have such other duties and 
responsibilities as may be assigned by this Charter and the Council. The City Secretary shall 
appoint such assistants as may be authorized by the Council. 

City of Austin 
 
The council shall appoint the city clerk who shall serve at the pleasure of the council. The city 
clerk shall keep the records of the council, and shall have such other duties and responsibilities 
as may be assigned by this Charter and the council. 

City of Leander (same as Manor)  
The office and department of city secretary shall be established and maintained. The city secretary 
may appoint such assistant city secretaries as are authorized. The duties of the city secretary shall 
be as set forth in this charter and as established by ordinance. Such duties shall include, but not be 
limited to, the giving notice of all council meetings; keeping the minutes of the proceedings of 
council meetings and the archives of the city; authenticating by his or her signature, and recording 
in full in books kept and indexed for the purpose, all ordinances and resolutions; performing such 
other duties as shall be assigned to the position by state law; maintaining appropriate files of all 
contracts and other legal documents resulting from and/or having a bearing on actions of the 
council; and assisting the city  manager in gathering of appropriate records, files and resources 
which pertain to city  business or specific council meeting agenda items. 

City of Bastrop  
 
The City  Manager shall appoint, subject to confirmation by the City Council, an officer of the 
City  and such assistants as deemed necessary, who shall have the title of City Secretary The 
City Secretary and assistants shall give notice of Council meetings, shall keep minutes of its 
proceedings, shall authenticate by signature and shall record in full in a book kept for that 
purpose all ordinances and resolutions, shall preserve and keep in order all books, papers, 
records and files of the Council, shall have custody of the seal of the City and shall affix same 
to such documents and obligations as legally authorized. The City Secretary and assistants 
shall perform such other duties as shall be required by this Charter, the Council or the City 
Manager. 

  



 
SAMPLES OF OTHER CITIES CHARTERS – CITY SECRETARY 

 
City of Elgin 
 
The city manager, with the consent of council, shall appoint the city secretary and such assistant 
city secretaries as may be necessary and advisable. The duties of the city secretary, or an assistant 
city secretary, shall include, but not be limited to, the following: 
1.He shall give notice of council meetings. 
2.Record the minutes of all official meetings of the council; provided, however, only the captions 
of duly enacted ordinances and resolutions shall be recorded in the minutes; 
3.Be the custodian of all official records of the council; 
4.Recommend to the council rules and regulations to be adopted by ordinances to protect the safety 
and security of the municipal records; 
5. Hold and maintain the city seal and affix to all instruments requiring such seal; and 
6.He shall perform such other duties as the city manager shall assign and those elsewhere provided 
for in this Charter. 
 

City of Pflugerville 
 
The city manager shall appoint the city secretary and may appoint assistant city secretaries, as 
needed. The city secretary shall serve at the will of the city manager and shall perform the 
following duties: 
 
1.     Post or cause to be posted notice of city council and city board or commission meetings, as 
required by the Texas Open Meetings Act, Chapter 551, Government Code. 
 
2.     Keep or cause to be kept minutes of city council meetings and ensure that minutes of city 
board or commission meetings are kept. 
 
3.     Authenticate by personal signature and record or cause to be recorded in full, in a book 
indexed for this purpose, all ordinances and resolutions. 
 
4.     Serve as an agent of the officer of public records in accordance with the requirements of the 
Texas Open Records Act, Chapter 552, Government Code, and the records management officer 
under the Local Government Records Act, Subtitle C, Title 6, Local Government Code. 
 
5.     Perform all duties prescribed by this charter. 
 
6.     Perform other duties as required by the city council or assigned by the city manager. 
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City of Round Rock 
 
The City Manager shall appoint the City Clerk and such Assistant City Clerks as the City Council 
shall deem advisable. The duties of the City Clerk, and Assistant City Clerks, shall be as follows:  
 

(a)to give notice of City Council meetings;(b)to keep the minutes of the proceedings of such 
meetings;(c)to authenticate by his or her signature and record in full a book kept and indexed for 
the purpose, all ordinances and resolutions; and(d)to perform such other duties as the City Council 
shall assign, and those elsewhere provided for in this Charter. 

 
NORTH TEXAS CITIES 

City of Lewisville 
The city council shall appoint the city secretary. The city secretary shall give notice of council 
meetings, shall keep the minutes of the proceedings of such meetings, shall authenticate by his 
signature and record in full in a book kept and indexed for the purpose, all ordinances, and 
resolutions, and shall perform such other duties as the city council shall assign to him, and those 
elsewhere provided in this charter. 

Town of Flower Mound 
The Council shall appoint a Town Secretary who shall act as the Secretary to the Council and shall 
hold office at the pleasure of the Council. 

The duties of the Town Secretary shall be as follows: 

(1)Record the minutes of all official meetings of the Council; provided, however, only the captions 
of duly enacted ordinances and resolutions shall be recorded in the minutes;(2)Be the custodian of 
all municipal records and provide for the safety and security thereof; and maintain the Town seal 
and affix to all instruments requiring the seal. 

- Compensation of Town Secretary.  

The Council shall set the compensation of the Town Secretary according to the person's 
experience, education, and training. 
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North Richland Hills  
The mayor shall appoint and remove the city secretary and such assistant city secretaries as deemed 
advisable with approval of two-thirds (2/3) majority of the council. The city secretary, or an 
assistant city secretary, shall give notice of council meetings, shall keep the minutes of the 
proceedings of such meetings, shall authenticate by his signature and record in full in a book kept 
and indexed for the purpose, all ordinances and resolutions, and shall perform such other duties as 
the city manager shall assign to him, and those elsewhere provided for in this chapter [Charter]. 

***There is no ordinance regarding duties.  The duties of the position is in the job description.   

***In 2020, the City Council approved a functional title of Chief Governance Officer and my 
official title is City Secretary/Chief Governance Officer. 

 

City of Grapevine 
The City Manager shall appoint the City Secretary, and such assistant City Secretaries as the City 
Council shall deem advisable. The City Secretary, or an Assistant City Secretary, shall give notice 
of Council meetings, shall keep the minutes of the proceedings of such meetings, shall authenticate 
by his signature and record in full a book kept and indexed for the purpose, all ordinances and 
resolutions, and shall perform such other duties as the City Manager shall assign to him, and those 
elsewhere provided for in this charter. 

***There is no ordinance regarding duties.  The duties of the position is in the job description.   

City of Azle 
The, City Manager shall appoint the City Secretary and such assistant City Secretaries as the City 
Council shall deem advisable. The City Secretary or Assistant City Secretary, shall give notice of 
Council meetings, shall keep the minutes of the proceedings of such meetings, shall authenticate 
by signature and record in full in a book kept and indexed for the purpose, all ordinances and 
resolutions, and shall perform such other duties as the City Manager shall assign and those 
elsewhere provided for in this charter. 

City of Coppell 
The city manager shall appoint an officer of the city who shall have the title of city secretary. The 
city secretary shall give notice of the council meetings, shall keep minutes of its proceedings, shall 
authenticate by signature and record in full, all ordinances and resolutions in a book kept for that 
purpose, and shall perform such other duties as shall be required by this Charter or by the city 
manager. The city secretary may be removed from office by the city manager. 

 














