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ASSISTANT TOWN CLERK
KIND OF WORK:  This is moderately complex clerical work assisting the Town Clerk in preparing the agenda for Town Council meetings, recording proceedings and acting as Town Clerk as required.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for assisting with the planning, directing, coordinating and performing clerical routines for the Town Clerk's Office and for the municipal court.  Work is performed in accordance with established policies and procedures under the general supervision of the Town Clerk and administrative instructions are given by the municipal judge.  Supervision is exercised over clerical employees as assigned.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Attends council meetings; assists with recording the minutes; notifies interested parties of actions of the council; initiates correspondence concerning the town operations; answers inquiries; assists with the development and preparation of records, reports or informational material for the council; keeps and maintains all necessary records; receives, accounts for and records cash receipts; prepares bills for payment; makes disbursements at direction of the council; assists with the preparation and administration of budgets; enters utility data, prepares bills, and collects customer payments; issues licenses and signs and issues warrants; attends court proceedings, keeping necessary records; assists with  planning, organizing, directing and coordinating the work of clerical employees; keeps necessary employee records; assists with the preparation of payrolls; prepares purchase requisitions as directed; makes purchases as directed; assists with the sale of food stamps; operates a police radio as necessary; works with town boards and commissions; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of town organization including the powers, functions, procedures and practices of the council or ability to readily acquire such knowledge; good knowledge of office practices and procedures; good knowledge of the fundamentals of bookkeeping, business math and business English; good knowledge of town utility billing and collection procedures; ability to accurately type at an average rate of speed; ability to operate modern office machines; ability to plan, direct and coordinate the work of others; ability to establish and maintain effective working relationships with other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, including or supplemented by clerical training, and a minimum of three years' clerical experience; or a combination of education and experience equivalent to these requirements.
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