
 

Job Title:   

NON-CLASSIFIED – Reading Clerk 

 

Closing Date/Time:   

Fri. 10/22/21 11:59 PM Mountain Time 

 

Salary:   

$150 per day  

 

Job Type:   

Seasonal  

 

Location:   

State Capitol Building 

Denver, Colorado 

 

Department:   

General Assembly – Senate 

 

Body: 

 

This position is a non-classified, seasonal position, and is not available for online 

application submissions. Please refer to the Supplemental Information section of 

this announcement for application instructions. 

 

The Colorado State Senate is seeking qualified applicants for seasonal employment 

during the upcoming legislative session, which runs from January 12 through May 11, 

2022. The Reading Clerk is a Senate Services staff position that is strictly non-partisan 

and reports directly to the Secretary of the Senate. 

 

Salaries start at $150 per day.  

 

The Senate Services Office is the nonpartisan staff support agency that directly performs 

the legislative business and administrative functions for the State Senate throughout the 

legislative process. Senate employees may be required to work beyond typical office 

hours with little advance notice. Work on some weekends may be required. During the 

legislative session, Senate employees work as a cohesive unit and are expected to assist 

with their colleagues' workloads as directed by the Secretary. Punctuality and attendance 

are crucial. The legislature is only convened for 120 days, during this limited time frame 

all employees are expected to be present and punctual each day. Professionalism and 

attention to detail are essential.  

 

Session only employees enjoy a comprehensive benefits package for the duration of their 

employment that includes Public Employees Retirement Association (PERA) plans; 

health and dental insurance; paid holidays, personal days, and Senate closures due to 

inclement weather; optional FSA and HSA accounts; and either monthly RTD pass 

reimbursement or paid parking. 



 

Description of Job:   
 

 Conduct morning roll call for the Senate; 

 Read all official communications into the record during sessions of the Senate, 

including bills, reports, and associated legislative documents; 

 Quickly and accurately record votes and other items of business as they are 

dispensed with by the Senate; 

 Keep track of speaking time limitations during floor work; 

 Process, prepare for reading and consideration, and track Governor’s 

appointments; and 

 Other duties as assigned by the Secretary. 

 

Minimum Qualifications, Substitutions, Conditions of Employment & Appeal 

Rights:  While previous legislative or government experience is not required for job 

consideration, an interest in, or knowledge of, the legislative process is a benefit. 

Applicants should also be comfortable with various computer applications, software, and 

protocol, with an ability to rapidly achieve fluency in proprietary programs. While 

training is provided, the ideal candidate will: 

 

 Possess excellent verbal and written communication skills, and exhibit comfort 

with public speaking (live streaming and broadcast audio and video recordings 

become permanent records of the State of Colorado, and the Reading Clerk is 

prominently featured in both). This position requires heavy amounts of reading 

legislative items out load to a large group of people on a daily basis, quickly and 

accurately; 

 Thrive in a very detail oriented environment;  

 Have the ability to work in close proximity, interact, and communicate frequently 

and effectively with teammates and legislators;  

 Provide customer service to legislators and staff; 

 Proof daily Senate calendar and journal; and 

 Perform other duties as assigned. 

 

This position is highly visible and interactive with the Senate during all facets of 

legislative floor work. A successful candidate will be able to exhibit excellent time 

management and prioritization skills, perform a myriad of tasks quickly and accurately, 

and work efficiently within strict time constraints and deadlines on a daily basis while 

maintaining a calm and professional demeanor under fast-paced stressful situations. 

 

Performance of this job position frequently requires standing for long periods of time. 

Additionally, on a daily basis the employee will be required to read a multitude of 

detailed items into the legislative record from documents with small or clustered 

typeface, often while listening closely to what is happening on the floor in order to stay 

informed as to what will happen next. 

 

Supplemental Information:   
 



Salaries start at $150 per day.  

 

Applicants must submit a cover letter expressing interest and resume via email, addressed 

to Andrew Carpenter, Assistant Secretary of the Senate, at andrew.carpenter@state.co.us 

Please include in the subject line the title of the position for which you are applying, and 

submit at least three (3) professional references along with your cover letter and resume.   

 

Cover letters and resumes must be received by 11:59 PM Mountain Time on Friday, 

October 22, 2021 to receive consideration for the position. 

 

The Colorado State Senate is an equal opportunity employer and does not discriminate on 

the basis of race, color, religion, national origin, sex, age, disability, genetic information, 

or any other status protected by law or regulation. All qualified applicants will receive 

equal opportunity and employment decisions will be based upon job-related factors.  

 

NO PHONE CALLS 
 

mailto:andrew.carpenter@state.co.us

