

Deputy Town Clerk
Department:
Town Clerk

FLSA Status:
Non-Exempt

Pay Grade:

Job Summary
Performs a variety of administrative duties to support Town Clerk’s Office, Town Council, Municipal Court and the other Departments within the Town.
Duties and Responsibilities

1. Performs duties of Municipal Court Clerk.

2. Administer special event permitting process, including special event liquor licenses.

3. Maintain and assist with Town Liquor Licensing.
4. Administer and monitor the operations of the Town cemetery.
5. Create, assemble and distribute paper and electronic Town Council packets.
6. Occasional attendance at Town Council evening meetings, including minute preparation.
7. Assist in management and maintenance of the Town’s website.
8. Publishes and posts legal notices.
9. Support in municipal elections activities.

10. Provide coverage for front desk during lunch hour as required.
11. Provide administrative support to Town Manager and Public Works Department.
12. Enters and retrieves data and information from computer data bases and other information systems; codes information for entry into computer records and other records; runs standard reports; assist in records management and destruction.
13. Administer the Colorado Open Records Act (CORA).

14. Notary Public. 

15. Assist with sidewalk seating applications.
16. Provides information and assistance to internal and external customers as required.
17. Serve in the capacity of the Town Clerk in the Town Clerk’s absence.

18. Perform other duties as assigned.
Deputy Town Clerk
Required Knowledge and Skills

Knowledge of:

· Standard office administrative practices and procedures, including record keeping systems and the operation of office equipment, computers, and associated software.
· Applicable codes, regulations, ordinances and laws.
· Record keeping, filing, indexing, etc.
· Techniques for dealing effectively with co-workers and the public, in person and over the telephone.
· Correct business English, including spelling, grammar and punctuation.
Skill in:

· Composing correspondence, reports, technical specifications, memoranda, and other written materials or documentation.
· Composing legal notices and postings.
· Gathering and compiling information; preparing accurate reports and summaries.
· Operating office equipment, including computers and associated software.
· Providing services based upon prescribed policies and procedures.
· Maintaining attention to detail and accuracy while meeting critical deadlines.
· Working without close supervision in standard work situations.
· Contributing effectively to the accomplishment of team or work unit goals, objectives and activities.
· Establishing and maintaining effective work relationships with staff, coworkers and the public.

Minimum Job Requirements

Equivalent to High School diploma and two (2) years of clerical/administrative experience.

Background Investigation

Employment is contingent upon the results of a comprehensive education/experience background investigation and a criminal history record check.
Deputy Town Clerk
Working Conditions and Physical Effort

Physical ability to perform office and related work, including operating computers and office machinery; stamina to sit for extended periods of time; strength to lift and maneuver materials weighing up to 20 pounds; vision to read printed materials; and hearing and speech to communicate in person or over the telephone.  Accommodation may be made for some of these physical demands for otherwise qualified individuals who require and request such accommodation.

This job description is intended to describe the general nature and level of work expected of this position.  This description is not intended to be construed as an exhaustive listing or description of all responsibilities, duties and skills required of incumbents in the job.
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