Jurisdiction:  Schuyler County

Jurisdictional Class:  Exempt
Adopted:  June 23, 2006
DEPUTY TOWN CLERK
DISTINGUISHING FEATURES OF THE CLASS:  This position assists the Town Clerk in performing a variety of clerical tasks in connection with the proceedings of the Town Board and in the operation of town government.  Work is performed under the general direction of the Town Clerk.  Does related work as required.

TYPICAL WORK ACTIVITIES:
Assumes the duties of the Town Clerk during his/her absence;
Prepares material for Town Board meetings;

May attend meetings, record proceedings or take notes, and maintain records;

Indexes and files a variety of legal instruments;

Issues state and town licenses and permits;

Answers questions from the public and provides information;

Checks vouchers and invoices for accuracy and completeness;

Prepares tax bills, collects payments, and posts to the proper accounts;

Prepares certified copies of records according to state regulations.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Working knowledge of office terminology, procedures and equipment;

Working knowledge of the organization and operation of town government;

Working knowledge of business arithmetic and English;

Ability to accurately maintain records and prepare reports;

Ability to deal efficiently with the public;

Clerical aptitude;

Dependability;
Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

High school diploma or equivalent or one year of satisfactory clerical experience.
