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City 
Secretary’s 
Office
Gayle Wilkinson
City Secretary



Introduction

Agendas
Meetings and Minutes
Elections
Open Records Requests
Records Management
Boards and Commissions
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•Gayle Wilkinson

City Secretary

• Natalie Baker  

Assistant City Secretary

• Jocelyn Schneider 

Records Management Coordinator

• Meleia Evans  

Administrative Assistant

•Tonya Williams

Customer Service Ambassador



Agendas

Review 
Items

Compile 
Agenda 

Post 
Agenda 

Distribute 
Agenda and 
Information 
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Meetings & Minutes
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Attends all City Council Meetings

Observes all Proceedings

Record all Official Actions

Robert’s Rules



Elections
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Regulations

Contract with the County 

Municipal  Elections

Special Elections



Open Records Requests
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Electronic or 
Written Submission

City Secretary 
Receives ORR

Takes 4 to 10 days to 
process 

Compile and 
Complete Request



Records Management
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LaserficheShredding 
Services

Cemetery 
Deeds

Record 
Retention 
Schedule

Index, 
Maintain and 

Retrieve 
Official 
Records



Boards and Commissions

31 Boards and Commissions
Terms Vary
Fall and Spring Appointments
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Residents

City Council

Boards & 
Commissions



Questions?

37


