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To: Mayor Foreman and Town Council 

From: Dawn Hobgood 

Date: 7-2-12  

Re: Welcome & Introduction 

 
 
My name is Dawn Hobgood. I started working for the Town in November 2011. 
 
Essential Functions/Typical Tasks 
 

• Attends Town Council Meetings 
• Composes, transcribes, and indexes  minutes of Council meetings, Boards and 

Commissions, and other official records of the town 
• Prepares agendas for all Town Council Meetings 
• Compiles and assembles agenda packets for Council members 
• Delivers packets to Council members 
• Handle legal notices to be submitted for publication in the newspaper 
• Posts legal notices of Town Ordinances, public hearings and other official actions of the 

governing body 
• Maintains the official copy of the Town code and ensures any changes in ordinances or 

re-codifications are sent to be  recorded, as well as properly distributed and filed upon 
completion 

• Provides information to the general public regarding Town services and policies 
• Provides administrative support to the Mayor and Town Council 
• Custodian of the Town Seal 
• Assist the Town Manager 
• Administers Oath to new Police Officers 
• Performs Notary services as needed 
• Processes registration and accommodations for classes and/or events for Council 

members 
• Work closely with other staff members as needed 
• Consistently strive to do whatever is asked and conduct a professional demeanor 

 
 
























































