ROIWELL

March 2025 Monthly Report — City Clerk’s Office

The City Clerk’s Office continues to serve the City of Roswell and its citizens efficiently and
effectively. This monthly report will emphasize some of the key functions completed.

» Process incoming and outgoing mail for the city

» Schedule conference rooms in City Hall

» Request to activate/deactivate alarm codes for exit or new employees

« Field and answer all calls/questions staff

» Attend City Council meetings and various standing committee meetings

» Review and post all committee meeting agendas. Publish approved meeting minutes.
Draft minutes and various cancellations for the following committees:

Airport Advisory Board
Cemetery Commission on Aging
Commission of Aging

Drought Contingency Task Force
Keep Roswell Beautiful
Occupancy Tax Board

Parks and Recreation

Pecos Valley Regional Communication Center
Planning & Zoning

Roswell Museum BOT

Roswell Public Library

City Council: prepare, publish, and distribute meeting agendas, notices, workshops, and special
sessions. Proofread and revise abstracts and attachments. Gather data from standing committees.
Review and update PowerPoint presentations for the City Council meeting.

roswell-nm.gov



ROIWELL

New Mexico

City Clerk

ADMIN DASHBOARD

& Current Closed
L2l
& e e
Feb 20, 2025 - Mar 19, 2025
5.8 ° 3 °

AVERAGE DAYS TO CLOSE

MEDIAN DAYS TO CLOSE

Department New

City Clerk 42

Municipal Court 3

PVRCC (Chaves County Sheriff’s Office) 9

Roswell PD 155

Cost Recovery: Payments received from requesters via NextRequest
Requests Amount

Total Invoices 94 $989.00

YTD 256 $2,632.00
PDBox 1838 TEL: 575.637.6202
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