PRESIDENT’S MESSAGE

In December 2020, the Executive Board voted to develop an
ad hoc committee to look into potential campaign finance
conflicts of interest due to the recent passage of legislation that
requires clerks to determine whether reasonable cause exists
when a campaign finance complaint is filed. This new law
potentially places the clerk in a very precarious situation where
they may have to find reasonable cause that their boss or their
boss’ boss violated campaign finance law. In some cases, this
can become a conflict of interest and, in other cases, it can
simply create an uncomfortable situation for the clerk.

The Campaign Finance Ad Hoc committee was chaired by Tracie Bailey, current AMCA Past
President, and the members included: Christina Werther, former League Attorney; Carolyn
Jagger, City of Scottsdale; Sherry Aguilar, City of Surprise; Sharon Antes, Town of El Mirage
and Kelsea Holian, City of Peoria. In February 2021, the Campaign Finance Ad Hoc
Committee reviewed the issue and proposed that the AMCA Board create a ninth
association committee, the Campaign Finance Committee, whose sole purpose will be to
review campaign finance complaints filed in any jurisdiction within the state where the clerk
feels it in the best interests of the City to have reasonable cause determined by a neutral
third party. This also allows clerks that have less experience with campaign finance
violations to receive input and guidance from clerks that are more experienced in such
matters.

The Campaign Finance Ad Hoc Committee is currently drafting the new committee’s
proposed duties; these duties will ultimately be adopted into the Handbook after review and
approval by the AMCA Executive Board. This new committee will serve a very personal and
particular role for our members.

Throughout my time as president, | have at length spoken about the importance and benefit
of giving back to your association and volunteering for service on AMCA Committees. The
association currently has eight committees filled with fellow clerks who have served the
association and its members over the past eight months, many of whom have served
several terms on various association committees. This association thrives because of its
volunteers. The addition of the Campaign Finance Committee provides yet another
opportunity for our members to share their knowledge with others and benefit clerks
throughout the state. It has been a pleasure to be a part of the Executive Board that was
able to bring this service to the membership. This is just one benefit to serving on the
Executive Board or an AMCA Committee, but there are many more professional and
personal benefits to serving the association.

If you have not yet served on an AMCA Committee, please consider doing so. Applications
for the Committees will be available soon, and we welcome all who are interested in
applying. In addition, the AMCA will soon begin recruiting for its next Executive Board
Secretary! | would encourage anyone who would like to be a part of a strong yet changing
organization to file his or her application for this position on the Executive Board.

Sincerely,

Rhonda Geriminsky
AMCA President
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e
Committee Updates

The Executive Board continues to provide direction to AMCA committees and discuss the
possibility of a new Campaign Finance Violation Committee to assist clerks in future elections! The

next Board Meeting will be March 18th.

The Communications Committee continues to plan for its upcoming promotional campaign
for the 2021 Clerks Week celebration, to update the Listserv Archives, and to post discussion
prompts on social media! Its next meeting will be April 7th.

The Education Committee continues to plan for the virtual Athenian Dialogue April 13th &
14th, the Spring Best Practices April 22nd & 29th, and the 2021 AMCA Conference July 27th.
Early registration for the Athenian Dialogue is how open!

continues to plan for the virtual 2021 Elections Training. It will be
submitting an article on Certification and Recertification in the Summer Newsletter!

The Legislative Commitiee continues to monitor the 2021 Legislative session for proposed
bills that affect clerks and their municipalities. Its next meeting will be April 6th.

The Records Management Committee continues to work on records retention for social
media, ways to motivate members who manage records but work outside the clerk’s office, a
strategic preservation plan for items gifted to municipal mayors and council, and working on
updating the retention schedules for the AMCA. Its next meeting is Thursday, March 25th.

The Scholarship Committee continues to review scholarship applications submitted for 2021
and will be awarding them soon. Its next meeting will be March 17th.

The Membership/Mentoring/Region Leaders Committee continues to explore ways for
promoting the Mentor and Mentee program, to discuss ideas for a short promotional video, and to
review the Welcome to AMCA and What is a Municipal Clerk? brochures. Its next meeting will be
March 11th.

The Handbook and Constitution Committee continues to update all Board and Committee
revisions for the AMCA Handbook. Its next meeting will be March 11th.

The AMCA Region 1 hybrid in-person/virtual meeting will be March 30, 2021.
The AMCA Region V Quarterly Meeting was March 10, 2021 via Zoom.
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Top Ten Benefits of Being an AMCA Committee Member

Do you remember when David Letterman presented his Top Ten List on his night
show? This is the Membership/Mentoring Committee’s take on that idea. We
proudly present the Top Ten Reasons to Join (or even Chair) an AMCA Committee

(drumroll, please) ...

Earn 1 Certified Municipal Clerk (CMC) Experience point per year for each Committee you
participate in or earn 2 Master Municipal Clerk (MMC) Professional Contribution points per

year for each Committee you chair.

Showcase a special talent or skill that you might not have the opportunity to apply in your
regular job, such as newsletter production or event planning.

Gain experience in an untapped area, such as public speaking or educational programming.

Gain knowledge from members who are experienced in municipal elections administration,
municipal records management, and other areas.

Discover a new skill you never knew you had and proudly show it off.

Interact, exchange information, and share stories and best practices with municipal clerks
around the state.

Watch your new ideas for the Association come to fruition and
get exclusive information on planned activities or events before
they are announced to the membership.

Grow personally and professionally.

Explore and implement creative ways to overcome challenges
facing municipal clerks.

Be an active participant in making the Association better for
everyone!

Hopefully, this list has piqued your interest in joining or even chairing an AMCA Committee. To learn more
about each of the Committees, please visit www.azclerks.org and select the Committees webpage. If you
have questions or want more information about a particular Committee, feel free to reach out to the
Committee Chair (their contact information is also listed on this page).

Look for the 2021-2022 Committee Recruitment email in April and please consider applying.
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Who will be the 2021 Clerk and Deputy Clerk of the Year?

Do you know a clerk or deputy clerk that has made significant contributions to the clerk
profession? Show them your appreciation by nominating them for Clerk or Deputy Clerk of the
Year. Nominations are due no later than May 31, 2021 and must be sent to Rhonda Geriminsky,
AMCA President! You can e-mail the form to Rhonda at rhonda.geriminsky@peoriaaz.gov.

The Clerk of the Year award identifies and recognizes a member of the Arizona Municipal Clerks’
Association (AMCA) who has made significant contributions to the objectives of the municipal
clerk, the municipal clerk profession, and the improvement of municipal government in Arizona
and the clerk’s own community.

Notable qualities would include length of service, good relationships with clerks, interest in
education, furthering of the association and municipal clerk profession, attendance at national
and regional conferences, participation in local meetings and community service.

Nomination Guidelines:

To be considered for selection as Clerk of the Year, the nominee must:
1.Hold the title of Municipal Clerk for at least five years
2.Be a Certified Municipal Clerk and a Certified Election Official

3.Be a full member in good standing of AMCA, with dues paid for the preceding five
consecutive years

4.Be actively involved in the AMCA Organization (Contributions made for the betterment of
the AMCA, positions held, committee involvement, newsletter contributions, and/or
facilitating of AMCCA sponsored conferences or training)

5.Continue his/her personal and professional education.

6.Previous winners of the AMCA Clerk of the Year are not eligible for the award again, but are
eligible for other AMCA award considerations.

The Deputy or Assistant Clerk of the Year Award recognizes a member of the Arizona Municipal
Clerks’ Association (AMCA) who has made an important contribution to the AMCA Association
and assisted in raising the professional status and image of the municipal clerk profession.

(continued next page)
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Nomination Guidelines:

To be considered for selection as Deputy or Assistant Municipal Clerk of the Year, the nominee
must:

1.Hold the title of Deputy or Assistant Clerk for at least three years

2.Be in good standing with AMCA, with dues paid for the preceding three consecutive years
3.Be actively involved in the AMCA organization

4.Continue his/her personal and professional education

5.Previous winners of the AMCA Deputy or Assistant Clerk of the Year are not eligible for
the award again, but are eligible for other AMCA award considerations.

Honorees will be recognized at the Annual Meeting. Click HERE to go to the nomination forms!

Applications for the AMCA Executive Board Secretary
are due Friday, May 28"
Now is your chance to make a difference in the Municipal Clerk community! Now is the time to
see your ideas come to life! The AMCA Executive Board plays an essential role in strengthening
the Municipal Clerk profession and the AMCA organization. It is not possible for our professional

association to be what it is without the strong support and volunteer efforts of our members.
Apply to be the next Executive Board Secretary!

Concerned you won’t have time to dedicate to the Executive Board? Your fellow Board members
are there for you every step of the way.

APPLY:
eTo make a difference.
oTo accomplish the goals of the Association and the Executive Board.
oTo further the professionalism of the AMCA.
oTo grow professionally and personally.
oTo network with other Municipal Clerks.
oTo earn points toward your CMC or MMC designations.
eWhatever YOUR reason — Apply and make a difference!

For more information or to apply for the AMCA Executive Board Secretary, click HERE.
Email completed applications to darcie.mccracken@goodyearaz.gov
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Yavapai County Clerk of the

Board Kim Kapin named
President of Arizona County
Clerks Association

Yavapai County Clerk of the Board Kim
Kapin has served as an appointed
officer of Yavapai County for nearly five
years and served the City of Prescott
for close to eight years as the Deputy
Clerk. Mrs. Kapin said, “The Clerk’s
Office is the memory for business
conducted by the Board of Supervisors.
Information regarding Special Districts,
Board of Equalization,  Precinct
Committeemen, Minutes, Ordinances

and Boards and Commissions are a few
of the items found there. | enjoy the
responsibility to serve as President of
the State of Arizona County Clerks

4

Association.” Ms. Kapin received her
Master Municipal Clerk and
Professional County Clerk Certification
in 2018 and served as the Vice
President of the Arizona County Clerk
Association from 2018 — 2020. She is a

graduate of Prescott Area Leadership Class XXIl and is a proud member of the local Philanthropic Education

Organization (PEOQ, Chapter CO). She values continued education for herself and those she works with and
enjoys helping others succeed with their goals.

Ms. Kapin is honored to have been elected to serve as the President of the Arizona County Clerks
Association, which provides professional development, continuing education and mentorship to Clerks and
Deputy Clerks in Arizona, and looks forward to raising the level of service and transparency to the citizens in
Yavapai County and the state. Yavapai County Board of Supervisors Chairman Craig Brown said, “Kim is an
amazing asset to have work for Yavapai County and | am so glad to see her talents on display as the
President of the Arizona County Clerks Association. They are lucky to have her leadership.”

6 WWW.AZCLERKS.ORG | SPRING 2021



THE CLERK’S INSIDER | CLERKS IN THE NEWS

I —
Tamra Reidhead, Retired Clerk, Show Low

| began working for the City of Show Low as Assistant
City Clerk in 2003 and was promoted to Deputy City
Clerk in 2007. In 2019, | was again promoted, this
time to City Clerk. | have thoroughly enjoyed my time
at the city and have especially enjoyed my fellow
employees, council members, and the support and
friendship | have felt from each of them.

During my time as a member of the AMCA, | served as
Region 3 leader for a number of years, on the Records
Management Committee, and as chairman of the
Membership/Mentoring Committee. | earned the
Certified Municipal Clerk designation in 2006 and the
Master Municipal Clerk six years later. | am also a
Certified Municipal Election Official. In 2018, | had the
honor of being named “2018 AMCA Deputy Clerk of
the Year” by the Arizona Municipal Clerks’ Association.

| feel it has been an honor and a privilege to work with

so many dedicated and knowledgeable clerks

throughout Arizona. You have all been so helpful in sharing answers to my questions on ListServ and also
through personal emails and phone calls. The best advice | could offer to my fellow clerks, especially
newer ones, is to reach out and ask for help when its needed. The clerks of the AMCA are amazing and
so willing to share their expertise in many areas, such as elections, records management, working with
city council members, preparing agendas, understanding the ins and outs of Zoom meetings, and so
much more. Whenever | asked for help, it was given without hesitation.

| appreciate my time working
in the clerk world and will
definitely miss my association
with all of you. Now, off to
retirement land! All the best
to each and every one of you!
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Jami C. Lewis, Retired Clerk, Chino Valley

THE FELLOWSHIP OF THE ... CLERK?

“I'm going to Mordor alone.” (Frodo Baggins)
“Of course you are, and I'm coming with you!” (Samwise Gamgee)
The Fellowship of the Ring, J.R.R. Tolkien (from the movie)

Are you familiar with “The Fellowship of the Ring” (book or movie will suffice)? In short, a company of nine
diverse individuals (the “fellowship”) set off on a quest to destroy a ring of power before it can be used for
evil purposes. Not all fellowships have such a dire directive, but each one does share some common goals
or interests. You could say we clerks have a fellowship. Except our ring of power involves the ring of a gavel
or that of an inquiring citizen. And, we don’t have to go it alone.

Last December, my part in the “Fellowship of Clerks” ended. Kind of. | received a writing assignment from
AMCA: provide a little bio and consider my 19 years in the Fellowship. What I've learned. What | can pass
on. Like some, if not many, of you, | stumbled onto the road of local government work while ambling along
through other shires, eking out a living in a variety of ways. My favorites were school librarian and word
processor (when that was an actual job title and not a software program). | was also a Tupperware lady.
(Don’t guffaw—I can’t be the only one!). After settling in the Town of Chino Valley, | chanced upon an
opening in the Town’s Development Services Department. This new world got under my skin and | was
hooked! Then | got laid off. But, lo, a position opened up in the Clerk’s Office. Other than having some
intimacy with meetings and minutes (and temperamental board members), | was as green as can be with a
Clerk’s other duties. When our Clerk retired and | was selected to succeed her, it was my induction into the
Fellowship of Clerks that thankfully provided guidance through the seemingly impassable learning curve.

| confess, | thrive on variety and tend to get bored somewhat easily. Once around the bend, | wondered
how long it would be before The Itch to move along needed to be scratched. By the time The Itch began to
manifest, it was only months until my scheduled retirement! (Do | hear a motion that “never a dull
moment” be the official mantra of the Fellowship?)

And now? Active pursuits of the Fellowship may
be behind me, but they shaped me in more ways
than an ever changing landscape and | will carry
those lessons learned on new paths. | rarely feel
qualified to offer advice to folks such as you
(after all, you were the ones who inspired me
and kept me from falling off the cliff after
stubbing a toe), but for what it's worth, | shall
toss some nuggets into the wind, and perhaps
you will find some wisdom in them when they
land.

(continued next page)
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o New and challenging things slither, stomp, and slice across your path. Every day. Sometimes in
multiples. Sometimes overwhelmingly. Embrace any learning therein, but don’t be afraid to hide in a cave
once in a while when you need to ruminate on solutions to the challenge.

e Take an active interest in the governmental process. It may make your life easier. As you know, the
public thinks we know everything (ha!), and most times, we direct them satisfactorily; but when we actually
don’t know something, they’re much more forgiving. It also makes sitting through long meetings more
interesting. | mean, where else can you spend hours hearing testimony about the best way to process
poop? And get paid for it?

e The Fellowship is yours! Use your AMCA resources! Pick brains! Do not reinvent the wheel (the Listserv
is the wizard’s wand)! It’ll help you get down the path much quicker; and the clerk who shared his/her
wheel might just be your next best friend.

e Seasoned clerks (and not-so-seasoned) who have discovered nifty tools or weapons: Share! Share!
Share! You may save someone’s work day and that little tidbit you discovered may just be what another
fellowshipper needs.

e Seek out others who have the same goals of providing excellent service, but don’t think just like you.
Since they’re looking from a different vantage point, they may be able to spot the conundrum you’ve been
tripping over.

e Almost last, but not at all least, have fun! Don your humor cloak every day. Don’t have one? Get one.
It'll ward off the curse of curmudgeonliness (See? Fun with English...) as you face the bizarre things that
people and circumstances hurl your way. (Case in point: during a particularly wet winter that had caused
multiple flood events, a citizen once called demanding--in all sincerity, mind you—that the town
government stop the rain...! After recovering from my astonishment, | promised to forward her request and
invoke my preferred deity on her behalf. What could | do thereafter, but laugh?)

You are a servant, as well as a leader. Seek the welfare of your city/town/state. Remember, you are a
citizen of it, too. Be kind. Be gentle. Stand your ground. Persevere. And God bless the Fellowship!
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Be a Mentor or a Mentee in the AMCA
Mentoring Program: You Won’t Regret It!

The AMCA Mentoring Program matches new municipal clerks with experienced clerks in cities and towns of
comparable size and similar duties. These Clerk mentors are willing, ready, and able to share their experience and
answer a variety of questions dealing with elections, licensing, agendas, minutes, ordinances, resolutions, and many
other Clerk responsibilities.
Do you have at least three years’ experience as a Municipal Clerk or Deputy Clerk? Would you be committed to
offering moral and professional help to another clerk when needed? If you answer ‘yes’ to both questions, we hope
you will consider serving as a Mentor. As a Mentor, you will reap many benefits from your mentoring relationship, to
include:

@ Enhance your skills in teaching, coaching, advising, guiding, and training.

@ Pursue your passion for mentoring or realize your potential as a mentor.

@ Share your valuable experience and knowledge gained through years of service with a new clerk.

@ Feel satisfied knowing that you are empowering a clerk to succeed in their new career.

@ Build and maintain a long-lasting relationship with another clerk!
Do you have a strong desire to learn new skills and abilities and develop existing ones to gain a greater mastery of
your new job as a Municipal Clerk or Deputy Clerk? Would you be willing to put the time and effort into the
mentoring relationship? If you answer ‘yes’ to both questions, we hope you will take advantage of this wonderful
service. As a Mentee, you will reap many benefits from your mentoring relationship, to include:

@ Learn where to quickly find the right resources to perform your job or answer questions.

@ Feel more at ease in your job and become confident in your ability to excel in your clerk role.

Get top-notch, expert advice from municipal clerks on a wide range of topics and learn about what worked or
did not work for them.

Always know that you have a support person or guide who is just an email or phone call away (or maybe a
quick coffee break if you work nearby).

@ Build and maintain a long-lasting relationship with another clerk!
To learn more about this beneficial program or to apply, please log into www.azclerks.org and select ‘Mentoring

Program’ under the ‘Education/Training’ menu. If you have questions or want more information about the program,
please contact Membership/Mentoring Committee Chair Kara DeArrastia at kara dearrastia@tempe.gov.
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Professional Designations & Certifications

Congratulations to the following individuals for completing their designation of Certified Municipal Clerk (CMC)
or Master Municipal Clerk (MMC) from the International Institute of Municipal Clerks (IIMC). Both programs
require an extensive educational component achieved by dedicating time and effort.

Master Municipal Clerk (MMC)

Mary Myers, MMC

City Clerk, City of Eloy

Welcome new AMCA Members!!
New AMCA Members, December 2020 — February 2021

. Jennifer Ekblad, City Clerk
City of Coronado

« Julie Knoll, Records Coordinator
City of Glendale

. Tracie Lavelle, Deputy Town Clerk/Records Technician
Town of Chino Valley

. Marianna Salem, Executive Assistant
Mohave County

. Marla Wortmann, Town Clerk
Town of Tusayan

]
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AMCA Training Opportunities

Certified Municipal Clerk (CMC) Institute

June 7-11, 2021 Downtown Phoenix
Program Information and Reqistration
Institute registration fee: $350 (out of state: $400)

Master Municipal Clerk (MMC) Academy

June 15-17, 2021 Downtown Phoenix
Program Information and Reqistration
Academy registration fee: $275 (out of state: $300)

Spring 2021 Athenian Dialogue

Leading with Emotional Courage

April 13" and 14"

Virtual Spring Athenian Dialogue via Zoom
Two half-day sessions from 9:00 a.m. to Noon
Facilitator: Ms. Ellen Freeman-Wakefield
Registration Fees:

$50 for Early-Registration (Members)

$60 for Registration (Members)

$65 for Registration (Non-Members)
Book: Leading with Emotional Courage

Early registration opened March 8, 2021

(Click here for more information)

e
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AMCA Training Opportunities

2021 AMCA Spring Best Practice

Thursday, April 22
9:00 a.m.—12:15 p.m.

Best Practices for Remote and Virtual Public Meetings and Elections: Lessons
Learned.

Thursday, April 29"
9:00 a.m. —12:00 p.m.

Arizona Department of Liquor License and Control Legislation Updates and Over-
view of Processes and Procedures.

Held via Zoom * $25.00 per day

Registration information and agenda will be sent out in the coming weeks!!

Spring 2021 Virtual Athenian Dialogue
April 13 & 14, 2021

Spring Virtual Best Practice Training
April 22 & 29, 2021

[IMC Annual Conference
May 9-13, 2021

AMCA (CMC) Institute
June 7-11, 2021

AMCA (MMC) Academy
June 15-17, 2021

AMCA 2021 Virtual Annual Conference
July 27, 2021

AMCA 2021 Virtual Elections Training
July, 2021 (dates TBD)
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AMCA Committee Spotlight on...

Clerks Week May 2nd - Sth, 2021

(and why you should celebrate itl)

Clerks are one of the most under-recognized professionals, typically staffed by humble civil servants who
are too busy keeping everyone organized to stop and explain how they do it. And when asked that
dreaded question What does a Clerk do?, they tend to shy away and say things like “create agendas, take
minutes, or work with Council Members” instead of answering truthfully with the impressive list of duties
they do behind the scenes. So how will the world know just how amazing clerks are? Simple answer, you
can celebrate IIMC’s Clerks Week and proudly promote being a clerk.

Clerks Week celebrates the clerk profession internationally and provides you the unique opportunity to
promote yourself, your department, and your staff. It might go against the very nature of your being to
brag about yourselves, but it is important that people understand what clerks do and why they are an
important part of the organization (especially during budget time when you need new software or must
justify an increase in your training line item).

To help you with that foreign feeling of self-promotion, the AMCA Communications Committee, in
collaboration with the Membership/Mentoring Committee, has created a Clerks Week Promotional
Packet with ideas of how you can celebrate and promote the clerks profession at your municipality!
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The Clerks Week Promotional Packet includes:

» A Clerks Week Proclamation for you to use at your municipality. Accepting it at a meeting may be
intimidating, but it gives your Council a chance to show their appreciation and it is a public forum
to showcase the Clerks Department.

» A Clerks Week Promotional Flyer for you to display and/or post to social media to explain what a
clerk is and what clerks do.

» The AMCA’s What is a Municipal Clerk brochure and the Welcome to the AMCA flyer for you to
display and/or share on social media to educate on what a clerk is and to promote the AMCA.

» Alink to the League of Cities and Town’s What is a Municipal Clerk video to post on social media.

The Facebook link is included here, but you can also contact us if you would like the original file

emailed.
» An IIMC Fact Sheet and a link to the IIMC’s Clerks Week promotional packet for even more ideas!

» Other Promotional ideas:

Host a celebration party — invite coworkers or open it to the public, but definitely
serve food or fancy cupcakes to show it’s a celebration!
Invite the public to tour the Clerk’s Office and ask questions so they can get to
you know you and what your department does.
Create a public “Brag Board” to display how many public records request were
completed, how many meetings were attended, contracts processed, etc.

The goal is to engender respect and understanding of what clerks do and to highlight their accom-

plishments for not only the public and organization to acknowledge, but also to remind clerks that
they are awesome!

The promotional packet will be on the AMCA website when our campaign starts April 4th!
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Best Practice Ideas

Finding Productivity in Chaos

In a year of unprecedented change, and with our minds in a million places besides work, it is easy to see
how productivity could take a nosedive. But with the right strategies, it doesn’t have to.

On the GovLoop online training, Finding Productivity in Chaos, Erica R. Wexler, Founder & CEO of Erica
Wexler Transforms LLC, shared tips and tricks for remaining focused and effective during turbulent times.
So how can you and your team remain productive during an unpredictable year?

1. Continually Self-Assess Your Prime Time

Prime time is no longer just for football — it's now about you. The key for anyone is determining when you
are most alert and focused, and planning your most vital or most complex tasks for that time each day.

2. Do It Right the First Time

Although we might think we can be on a conference call and work on a report at the same time, the reality is
that multi-tasking is a myth. Returning to fix your mistakes later creates more work, so taking care to do
something properly can ultimately save you time and effort.

3. Ask Yourself Purpose-Setting Questions

Having a clear purpose can help you cleave through the distractions that normally sap productivity. Ask your
team questions like “If we accomplish nothing else today, what three things will provide the most satisfaction
and sense of accomplishment?”; “What can we accomplish today that will make it better than yesterday?”;
and “What can we accomplish today that will make tomorrow better?”

4. Plan in One- or Two-Week Sprints

Setting goals and priorities for a relatively short time period can be the key to longterm productivity. Trying to
plan too far in advance can set you up to be let down by miscommunications and unforeseen
circumstances. Breaking your time down into manageable chunks will help you assess what tasks are most
pressing and what can be moved to a later date.

Ultimately, it is important to set boundaries with yourself and with others,
and focus on your priorities. Even in turbulent times, it is possible to
remain focused and productive by following best practices.

(Article taken from the GovLoop Finding Productivity in Chaos worksheet).
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Work /Life Balance

Tips For Maintaining Work-Life Balance

For many, maintaining a proper work-life balance can be a struggle, even in the best of times. It's un-
derstandable if this year it has felt impossible. But the reality is it's never been more critical. As more
and more people work from home, the lines between work and home have blurred more than ever be-
fore. Bedrooms, living rooms, and spare bedrooms have become offices, classrooms, and daycares.
Daily commutes to-and-from work that would traditionally serve as a mental transition period between
work and home are gone, and with it, for some, the mental off-switch that would result from a drive
home listening to the radio or favorite podcast.

Why does it matter? According to both Mental Health America and the Mayo Clinic, an improper work-
life balance can lead to increased levels of stress, a decrease in productivity, or even impact your phys-
ical health, potentially weakening your immune system or exasperating symptoms of some medical
conditions. While there’s no perfect answer for everyone in combatting the added stress and “always-
on” mentality that often accompanies working from home, there are many small adjustments you can
make that could help.

e Alarms. Set alarms for when it’s time to log-in and start work and when it's time to call it quits for
the day. Don't be afraid to set alarms for breaks or lunch, too. Without a typical workday structure, it's
much too easy to lose track of time and realize you haven't had a break or have worked a longer-than-
normal day. Over time, that could take a toll.

e Breaks. Don'’t be afraid to take breaks. Take a quick 5-10 minutes to stretch, freshen up your cof-
fee, or get some fresh air on the back patio. If you have other family members working or attending
school from home, perhaps you can coordinate breaks to happen at the same time. It’s likely that a typi-
cal day in the office would have involved some small breaks from work, whether it's a quick chat with
coworkers or a walk to the coffee shop. Maintain those short breathers!

e Put away your work stuff! If you work from a laptop, fold it up and put it away when you're done.
Work papers? Gather them up and put them in a desk drawer - especially if your workspace is in your
bedroom, dining room, or other space that isn’t a dedicated office. Not thinking about work is much
more difficult if you spend evenings and morning staring at your work things!

e Unplug. Working from home may mean a lot more computer time than most are used to in a typical
workday. To compensate, think about reducing how much you stare at a screen outside of work. Read-
ing more, going on walks, or an extra round of fetch with Fido might help decompress.

e Talk to your friends, neighbors, or coworkers! For many, working from home can mean being a

lot more isolated than what they're used to. Take some time to reach out and chat with friends and
coworkers. “Social Distancing” doesn’'t have to mean not
being social!
These are just a small number of things you can do to help
combat stress and achieve a better work-life balance. While
these things may work better for some more than others,
the important thing is to find what works best for you.

Article from the Arizona State Retirement System.
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League News

Meet Nancy L. Davidson, General Counsel
League of Arizona Cities & Towns

By way of introduction, I'm French Canadian from
Québec and fell in love with Arizona during my
undergraduate studies when | spent one of my
summer breaks working for a newspaper in
Nogales. A few years later, | moved to Tucson to
pursue graduate studies in early childhood
development and taught for several years at
elementary schools in Nogales (Mary Welty E.S.)
and Tucson (Lulu Walker E.S.). | became
interested in municipal law during law school
when | interned at the Tempe City Attorney's
Office. | started the first several years of my
attorney career in private practice, advising
various municipalities and special districts
throughout Central Arizona, including the City of
Maricopa and the City of Coolidge. Prior to
joining the League, | served as Assistant Town
Attorney to the Town of Gilbert where | provided legal advice in a wide range of areas and really enjoyed
being part of the Gilbert team.

I'm currently working from home (alongside my husband Rick, daughter CJ, and dogs Bubbles &
Mojo). Thank you in advance for your patience as | learn the ropes of the new job.

League Training Course Available:

Broadband 101: The Basics of Broadband for Arizona’s Rural Communities,
what is Currently in Place and What the Future holds for Broadband in Arizona

March 17, 2021
10:00 a.m.—12:00 p.m.
Cost: $25

via Zoom
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IIMC Learning Opportunities

Creating a Culture of Ethics in a Small Community (free webinar!)

Date: Tuesday, March 23rd

Time: 10 a.m. Arizona time

Cost: Free! Registration open

IIMC Points: 0.5 CMC Education or 0.5 MMC Advanced Education point with completed assessment

When your employee is your neighbor and you socialize with your council members, is it possible to
maintain ethical boundaries? Do small town politics impact decision making? Local decisions are fraught
with ethical dilemmas. What are some of these dilemmas, and how can council members proactively
identify and navigate these challenging situations?

EMBRACE THE RAPIDS: MANEUVERING IN A CHANGING WORLD
75th anniversary conference

Check out the Preliminary Conference Program for this historical five-day pro-
gram! Early Bird Special deadline to register ends March 15th!

New Virtual Athenian Dialogues Added!

On Saturday, November 14, 2020, the IIMC Board of Directors unanimously voted to extend the allowance
of Virtual Athenian Dialogues through June 30, 2021. Pre-approved Dialogues, including all the listings be-
low and those listed on our Upcoming Dialogues page, are eligible for 3 CMC Education Points or 3 MMC

Advanced Education Points with completion of the required learning assessment.

To reference a continually updated list of Athenian Dialogues, visit our Upcoming Dialogues page.

Visit the IIMC Online Learning Opportunities web page
for more online training resources!
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THANK YOU!

We thank the sponsors listed below
for their support of the AMCA.

Be sure to click on the image to be

directed to their website.

Award Nomination Deadline for the
Prestigious IIMC Quill Award is April 1!

The Quill Award is a prestigious award established to recognize
Municipal Clerks who have distinguished themselves by making a
significant and exemplary contribution to their community, their
state, principality or province and, in particular, IIMC and their
peers.

The Quill Award is open to all members of IMC, deceased mem-
bers, retired clerks or a clerk who has changed positions.

For more information, click here.

Interested in submitting an article for the Newsletter?

We are always looking for:

+ Best Practice Ideas
(Articles, Example documents, New Technology & software, tips/tricks, etc)

¢ Clerks in the News
(professional designations, awards, retirements/promotions)

¢ Training Opportunities
(online or in person professional training for clerks)

¢+ Funny Work Anecdotes
(Think Reader’s Digest Workplace Humor)

Deadline for the Summer Newsletter is May 21, 2021

Please send article ideas to:
Michelle Stanley, Chair, at hstanley@paysonaz.gov

Or
Stacy Fobar, Co-Chair, at stacy.fobar@flagstaffaz.gov

e
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