TOWN CLERK
EXAMPLES OF DUTIES

The functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

An appointed official, accountable for the direction, administration, and operation of the functions and duties of Town Clerk and Board of Registrars in accordance with the charter and bylaws of the Town of Natick and the General Laws of the Commonwealth of Massachusetts.

Serves as Public Information Administrator, Legislative Administrator, Chief Election Officer, and Local Registrar of Vital Records and Statistics for the Town.
1.
Responsible for maintaining, filing and issuing vital, business and legal records; responsible for records management and providing a legal and accurate record of town actions.

2.
Records and indexes all birth, marriage and death certificates; prepares monthly reports required by the State; files amendments and corrections and establishes records as required by state or court directives.

3.
Issues municipal and state licenses and permits, including dog licenses, raffle permits, and business certificates.

4.
Receives and records all claims against the town, special permits and variance filings and decisions; submits bylaws and required documentation to the Attorney General; codifies all zoning bylaws and general bylaws; records, catalogs and files all town records.

5.
Responsible for managing all details and procedures for elections, including set-up and on-site activity at polls, preparation of all materials, final tabulations and reporting of results; prepares and conducts all recounts.

6.
Prepares the annual political calendar and sets local deadlines in accordance with statute; conducts voter registration; supervises the processing of voter affidavits and maintenance of permanent voter records.

7.
Supervises and administers the annual town census and the processing of census information, including printing of annual street list; acts as local liaison for the federal census.

8.
Records all Town Meeting votes and amendments; submits required reports to state agencies; prepares and certifies all records of votes; edits warrant article drafts; oversees site set-up and hires and trains checklist workers.

9.
Responsible for preparation of office budget; responsible for reconciling and reporting of all receipts, fees and fines; establishes the office activity schedule.

10.
Responds to customer service requests; posts meetings and official calendar; conducts research to respond to requests for information.

11.  Administers oath of office to Selectmen, School Committee and other elected and appointed town officials; posts notices of public meetings by Town boards and committees; records and files Board of Appeals and Planning Board decisions; certifies end of appeal period for submission to the Registry of Deeds; and records other rights of way and specific approvals by the Board of Selectmen. 

12.
Maintains custody of Town Seal; prepares jury list  for annual submission to the Jury Commissioner; may notarize public and private documents as appropriate and serve as Justice of the Peace and performs other administrative and Town Clerk duties as appropriate. 

DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES
1.
Knowledge of state, local and federal statutes and regulations applicable to the duties and responsibilities of a Town Clerk’s office.

2.
Knowledge of the statutory, by-law and other provisions relating to the organization, functions and operations of town government.

3.
Knowledge of office procedures and records management in a municipal government environment.

4.
Knowledge of financial management, budgeting, personnel management and records management, as they apply to municipal government.

5.
Ability to interact tactfully and appropriately with the general public.

6.
Ability to establish and maintain record keeping systems and manage details accurately.

7. Ability to ascertain and present facts and ideas effectively, both orally and in writing.

8. Ability to establish and maintain harmonious relationships with elected officials, department heads, civic groups, boards and committees, state agencies, and employees.

9. Ability to handle multiple tasks and meet deadlines.

10. Organizational, computer, public relations, and customer service skills.

11. Ability to acquire a Notary Public commission.

12. Ability to hire, train, supervise and evaluate the performance of the office staff.

DESIRABLE EXPERIENCE

It is desirable for the candidate to have at least five years of progressively responsible administrative work in municipal government with a concentration in the field of records/office management.  It is also desirable for the candidate to have a minimum of a Bachelor’s degree in public administration, government, or business management.  

SUPERVISORY CONTROLS

Work is performed under the administrative and policy direction of the Town Administrator. Exercises considerable independent judgment but consults with supervisor on questions of policy or major questions.  Performance is evaluated through the management performance appraisal system used by the Town.

COMPLEXITY

This work involves highly complex administrative and staff work of a professional and managerial nature and concerns such matters as:  state, federal and local elections, annual town census, and official town recordkeeping responsibilities.  Guidelines for performing work consist of, State, Federal and local laws, regulations and by-laws and to financial authorizations of the Town. 

NATURE AND PURPOSE OF PERSONAL CONTACTS

Candidate must deal with a broad range of public officials, including legislators, representatives of civic groups and news media, and members of the general public, for a wide variety of purposes.  Contacts involve attendance at meetings and conferences of State, county, regional and national bodies.  Candidate is recognized as a spokesman for the Town in public records request situations.

WORK ENVIRONMENT AND PHYSICAL DEMANDS

Most work is performed in a traditional office setting, where there are no unusual risks or discomforts but frequent interruptions to respond to requests for information.  Minimal physical effort is generally required especially related to voting logistics.  The workload changes according to scheduled events, including elections and Town Meetings.  The candidate is required to speak and hear and use hands to operate equipment.  Vision requirements include the ability to read and analyze documents and use a computer. Evening hours are required to provide services.

SUPERVISION AND MANAGEMENT EXERCISED

The candidate manages the Town Clerk’s office including budgetary control and supervises an office staff of three full-time employees and several part-time workers.  In addition, supervisory/training responsibilities exist for over 80 election and Town Meeting workers.

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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