ARIZONA STATE SENATE RULES OFFICE
Position Announcement: Rules Clerk

The Arizona State Senate is currently accepting resumes for the position of Rules Clerk.

Job Description

The Rules Clerk plays a vital role in the day-to-day operations of the Arizona State Senate Rules Office.
The position manages the technical review process and assists with bill tracking. It communicates and
works closely with the Senate Secretary's Office, Senate Research, and Legislative Council. The
position requires professionalism, discretion, and extraordinary attention to detail.

Essential Duties & Responsibilities
e Bill Review Process:
o Review all bills for technical errors prior to being heard in committee
o Proofread all new bill language for clarity, spelling, grammar, etc.
o Check ARS references for accuracy, and ensure bill formatting and coding are correct
o If errors are found, coordinate solutions with Legislative Council and Senate Research
e Bill Tracking:
o Assist with bill title confirmation process

o Track bills as they move through the Standing Committee process and ensure they are
ready for the Rules Committee Agenda
o Review Committee Amendments for technical errors and accuracy
o Review and track Floor Amendments
e Rules Committee Meeting:
o Prepare all necessary documents and room set-up prior to meeting
o Actas Rules Committee Secretary during the meeting
o On adjournment, ensure all reports, roll call vote sheets, etc. are distributed

Qualifications
e Strong proofreading, prioritization, and organizational skills
Knowledge of the Arizona State legislative process
Clear understanding of Parliamentary Procedure
Ability and willingness to work additional hours during the legislative session
Bachelor's degree preferred

Work Environment & Schedule
This is a non-partisan, full-time, in-person position located at the Arizona State Capitol.

Salary & Benefits

The position has a starting annual salary of $65,000. It includes a comprehensive benefits package with
membership in the Arizona State Retirement System, life insurance and long-term disability. It offers
optional medical and dental insurance, deferred compensation, flexible spending accounts, short-term
disability and supplemental life insurance. It includes vacation and sick leave (accrued bi-weekly), as well
as holiday pay.

Interested individuals should email a letter of introduction and resume to:
Susie Myers, Senate Comptroller/HR

smyers@azleg.gov

Subject: Senate Rules Clerk
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