
  

 

 

 

 

WELCOMES YOUR INTEREST IN THE POSITION OF 

 

CITY HISTORIAN & ARCHIVIST 

(DEPUTY CITY CLERK)   
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A VIBRANT COMMUNITY 

 

Attractive Destination to Call Home 

Winter Haven offers an authentic Florida 

lifestyle. It’s a classic medium-size city that 

chooses to differentiate itself with an 

understated cool vibe. Arts and culture, 

playful fun, music fusion, affordable homes, 

a craft brewery, and local eateries are just a 

sampling of daily life. 

Walk the brick-lined downtown streets and 

explore well-manicured green space with 

outdoor sculpture displays, great 

restaurants, and a 32,000-square-foot state-

of-the-art Library. The expanding 

downtown core is home to unique shops, 

one-of-a-kind restaurants, the Central Park District through the center of town, and a flourishing 

business district. 

Winter Haven has a thriving and diverse business community with a foundation in small business, 

as well as numerous larger institutions. Industry sectors with the strongest growth include data 

technology and storage, healthcare, logistics distribution, hospitality, and Winter Haven’s 

Regional Airport featuring a restaurant, retail space, hangar leasing, and other aviation amenities. 

Lakes, Lakes, and More Lakes 

More than 80,000 people 

choose to live in the greater 

Winter Haven area taking 

advantage of its year-round 

recreation, climate, and central 

location. The City stretches 

over 40 square miles, much of 

which takes the form of 

sparkling, fun-filled lakes.  

Winter Haven is known as the 

Chain of Lakes City with two 

chains connecting 24 lakes. 

Covering nearly 30 percent of 

our community, about a quarter 

of the city's population resides 

adjacent to a lake, and the area is quickly becoming known as the “Inland Coast.” With 50 lakes 

inside the City limits, 22 boat ramps, 14 public docks, and 30 waterfront parks, there are a 

multitude of opportunities for both residents and visitors. 
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Award-Winning Downtown 

Downtown Winter Haven recently received the Great Place 

People’s Choice Award, from the American Planning 

Association – Florida Chapter, beating out other quality 

destinations in Florida! Located in almost the exact 

geographic center of Florida, Winter Haven is the second 

largest city, population wise, in Polk County. More than 

175 popular special events are offered annually, many of 

which are staged in the downtown Central Park District. A 

vibrant and active downtown host’s live music regularly at 

just about every corner establishment – and outdoors nearly 

every Friday evening. The historic Ritz Theatre located downtown hosts live productions and 

special events throughout the year. 

Dynamic community partners such as 

Main Street Winter Haven and Greater 

Winter Haven Chamber of Commerce 

offer unique festival opportunities, 

attracting people from all over the 

southeastern United States. 

Gram Parsons Derry Down, an 

authentic Americana historic music 

venue in downtown Winter Haven, 

offers a stage for musicians, young and 

old, to gather and share their talents. 

Music lovers from hundreds of miles 

away are attracted to this intimate 

venue. Multiple arts and culture opportunities also abound in galleries, parks, and other venues 

throughout the City!  

 

Education Opportunities 

The Winter Haven community cares about its schools 

and children. Businesses and individuals alike are 

involved in our public education system and its goals, 

through advocacy, community engagement, and 

collaborative partnerships to assure schools are unique in 

quality, relevance, and student performance. Winter 

Haven has eleven elementary schools, four middle 

schools, and two high schools, with options for magnet, 

charter, parochial and private schools. 
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Winter Haven is home to Polk State College (PSC), which 

offers more than 20,000 students per year cost-effective and 

affordable four-year degrees. PSC’s Advanced Technology 

Center is home to the Corporate College and offers high-tech 

programs such as Engineering Technology and Supply 

Chain Management. By way of an established partnership, 

PSC also provides Public Safety and Leadership 

Development education and training for the City. Florida’s 

newest university, Florida Polytechnic, located less than 30 

minutes away from the City is dedicated entirely to Science, 

Technology, Engineering, and Mathematics (STEM). 

 

Live, Work & Play Here 

LEGOLAND Florida Resort theme 

park is a 150-acre family destination 

with more than 50 rides, shows, and 

attractions geared for families with 

children ages 2 to 12, as well as 

ultimate LEGO fans.  

Enjoy the outdoors! Fishing, baseball 

and softball tournaments, nature 

parks and trails, and water activities 

such as boating, skiing, fly boarding, 

wakeboarding, paddle boarding, and 

kayaking are all readily available 

throughout the community. 

        

Winter Haven, Florida continues to 

experience steady and controlled growth 

as it transforms into a distinctively 

unique City, embracing the values and 

needs of its residents. It sets its sights on 

attracting millennial families and young 

professionals looking for a vibrant, 

growing, and energetic community with 

a "hometown" feel. Of course, no matter 

what the age, Winter Haven welcomes 

those young at heart interested in 

experiencing this unique lifestyle. 
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CITY GOVERNMENT 

 

The City of Winter Haven operates under a Council-Manager form of Government. Five elected 

City Commissioners are responsible for City policy. The City Manager, who reports to the 

Commission, is responsible for day-to-day operations. The City has a 530+ workforce and a budget 

of $181 Million for the Fiscal Year 2021/2022. 

 

Winter Haven is a “full-service” City, providing 

services in the areas of Police, Fire, Water & Sewer 

Utilities, Solid Waste, Roads & Drainage, Building 

Permitting and Inspections, Planning, Parks & 

Recreation, Libraries, Cemeteries, and multiple 

internal support functions.  The current population 

within the City limits is 49,219; however, the 

greater service area is estimated at 83,000. 

As an organization, the City recognizes, embraces, 

and celebrates the diversity of the greater 

community it serves and strives to include these 

unique voices, ideas, and culture in all aspects of City services.  An employee driven Diversity & 

Inclusivity Team works to instill that sentiment within the workforce, while the Director of 

Diversity & Inclusivity helps maintain a healthy and productive dialogue with citizens, businesses, 

and interest groups.  The Public Safety Department is presently establishing a Citizen Advisory 

Committee to further engage the community in conversations related to law enforcement, fire 

protection, and code compliance. 
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CITY HISTORIAN & ARCHIVIST (DEPUTY CITY CLERK) 

The role of the City Clerk Office dates back to ancient Greek civilizations when scribes would 

document the government’s actions. City Clerks have always served as historians, recording the 

proceedings of government, ensuring processes are adhered to and citizens are aware of decisions 

made.  

 

The City Clerk Office acts as the glue that keeps the City government together. Records 

management, documentation of City Commissions meetings, serving as the liaison between 

government and citizens, and coordinating with multiple City departments are some of the daily 

functions the team carries out. The office serves as the City historian by maintaining new and 

archived public records and facilitating access to appropriate records for elected officials, City 

staff, and the general public.   

 

Together, the City Clerk and City Historian & Archivist (often referred to as the Deputy City 

Clerk), will carefully and accurately maintain centralized city-wide records. As the stewards of the 

City’s history, including legal actions taken by the Commission, the City Clerk team work 

professionally and responsibly. They diligently follow local, state and federal laws.   

 

The City Historian & Archivist will be the primary person coordinating city-wide records 

management, an essential role in the preservation and protection of official records. This person 

will archive official, permanent active, and semi-active records including ordinances, resolutions, 

contracts/leases/agreements, deeds, personnel files, and other documents. This person also helps 

locate old records to answer questions, helping uncover historical events to aid in current decisions, 

tell the story of the City’s history, and answer questions.  

 

Records are maintained through steps of receipt, storage, retrieval, scanning to electronic format, 

disposition and destruction. The City Historian & Archivist coordinates this process, including 

maintaining the electronic records management system and physical records management 

facilities. This person will direct the ongoing maintenance of city-wide records retention schedules 

through careful management of requirements as well as collaboration and training of staff across 

the City’s departments.  

 

The City Clerk’s Office also serves as the point of contact for public records requests as well as a 

contact for questions regarding official records from elected officials, City staff and the City 

attorney. The team researches and analyzes complex legal, administrative and historical issues. 

They do research, compile data, prepare responses and share information from administrative and 

public records with elected officials, City staff, the media and the general public.  

 

Innovation and continuous improvement are key ingredients in the City of Winter Haven’s Smart 

City Imitative, including the City Clerk’s Office. The City Historian & Archivist will be a key 

team member helping to ensure the office fully utilizes the technology already in place, and 

continues to improve processes, efficiency and tools for both internal use and use by our citizens 

as they interact with the City. These tools improve processes, increase efficiency, cut costs, 

increase transparency and enhance the citizens’ experience.  
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QUALIFICATIONS 
 

Education 
Associates/Bachelor’s degree with major course work in history, literature, library services, 

business or public administration, political science, library and information management science, 

computer science, or related field preferred.  
 

Certified Municipal Clerk (CMC), Master Municipal Clerk (MMC) designation and FCRM/CRM 

certification in records management must be obtained within four years of hire.  

 

Work Experience 
The ideal candidate will have at least four (4) or more years of highly responsible administrative 

experience. Other relevant experience includes library services, records administration, and/or 

research and documentation.  

 

Desired Attributes 

 Wants to make a difference 

 Loves researching and sharing accurate historical stories 

 Politically sensitive and results-oriented 

 Sound judgment and decision-making skills 

 Ability to organize multiple tasks concurrently 

 Strong written and verbal communication skills 

 Ability to work with others to collaboratively solve problems 

 Fosters a team atmosphere with city leadership, employees, elected officials, and citizens 

COMPENSATION 

The hiring range is $47,819 to $62,628, depending on experience and qualifications, along with a 

comprehensive package that includes a full range of leave benefits, health and life insurance, and 

a defined contribution plan, with the City contributing 7.5% of salary and the employee 

contribution of 3%. 

HOW TO APPLY 

Click Here for Online Application 

Send application with cover letter and resume by June 13, 2022, to:   

Human Resources City of Winter Haven 

P.O. Box 2277 

Winter Haven, FL 33883 

humanresources@mywinterhaven.com 863-291-5650 

Enriching Lifestyle  

Through Exceptional Service 

A professional and trusted organization engaged in a positive partnership with our community. 

https://www.egovlink.com/public_documents300/winterhaven/published_documents/Winter%20Haven/CWH%20Employment/COWH%20Employment%20Application%20Rev06082011.pdf
mailto:humanresources@mywinterhaven.com

