POSITION DESCRIPTION
Town of Swanzey, NH
Position Title:  

Deputy Town Clerk 
Department:
Elections and Registrations 
Classification:

Regular Part Time - Hourly Position (non-exempt)
Labor grade:                   9
GENERAL PURPOSE

This position supports the Town Clerk, assisting with the following: process motor vehicle registrations, maintain Town/State vital and other official records, and dog licenses. Also includes engaged customer service assisting in a variety of routine requests.  Periodically assist with elections and voting as needed. Performs regular duties independently and on own initiative.  Exercises judgment and discretion based on considerable substantive knowledge of office operations
ACCOUNTABILITY Direct supervision of the Elected Town Clerk who outlines office policy, assigns work and evaluates work in terms of effectiveness. The Town Clerk will alert the Finance Director to any problems of a policy or financial nature. 

SUPERVISORY RESPONSIBILITIES  Assumes overall responsibility for departmental operations in the absence of the Town Clerk.  Assists in training employees as required. 

TOOLS AND/OR EQUIPMENT USED

Personal computer, including word processing and database software; calculator; adding machines; typewriter; telephone; and copy and facsimile machines.

ENVIRONMENT, FACILITY, AND WORKING CONDITIONS

Normal office environment, not subject to extremes in temperature, noise, odors, etc.  Regularly uses computer keyboards requiring eye-hand coordination and finger dexterity. Some exposure to cleaning fluids and copier toner. Inside: 98%
 Outside:  2%
DUTIES AND RESPONSIBILITIES
Registers motor vehicles; computes Town and State Fees; determines that all title requirements and bills of sale are in order; prepares title applications for vehicles as needed; issues decals, license plates and transfers.  Participates, as required, in compiling daily log for State of the number of motor vehicles registered and plates issued for the day.  Assist with organizing and filing of municipal copies of motor vehicle registrations and other office documents as required.  

Issues permits and licenses in accordance with State laws and Town ordinances, including marriage intentions and licenses, dog licenses and tags, and pole licenses.  Verifies rabies certificates for dogs as required for licensing; prepares list of licensed dogs for Police Department/Animal Control Officer; sends out letters to owners of unlicensed dogs, follows up on such, and reports to Police Department/Animal Control Officer.  

Accepts Dredge and fill applications and fees; submits copies of Dredge & Fill applications and fees to State Wetlands Bureau.  Collects and records fees.  

Accepts and posts payments for motor vehicle registrations, vital records, marriage licenses, dog licenses and fines and other various charges.  Calculates and balances records.  Reconciles transactions and participates in the preparation of deposits sharing with other town staff responsibility for transporting daily deposits to the Town’s bank.  Assists with generation and balancing of computer reports of daily and monthly activity to receipts and sales.

Maintains assigned cash box reconciling it accurately to daily sales, sales reports and deposits.   
Receives telephone calls and waits on customers in a professional and helpful manner; screens for nature of business and answers inquiries regarding registration of vehicles, vital records, statistics, dog licenses, elections, etc;  contacts appropriate State agencies for answers as needed.  Directs calls to other offices and departments of the town as required.  Composes correspondence as necessary.  

Assists Town Clerk and other town staff in efforts to manage and maintain required records and documents of the town.  

May collect various fines, fees and other revenues which may be received at the collection counters in Town Hall.

Assists Town Clerk as required with election related duties.  May assist in training, assignment and review of work of part time employee(s).

Assists other Town Hall staff in directing queries from public to appropriate personnel or departments.  
Assists in preparation of year-end reports for publication in the Annual Town Report.  

Prepares office correspondence and answers Town Hall phone as needed.  Cross trained to provide clerical and customer service support as needed to other functions within Town Hall.   Attends meetings and prepares minutes for various town boards as needed.   

Performs other related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Knowledge of double entry bookkeeping practices and procedures.  Good knowledge of standard office practices and procedures, particularly records maintenance, business English, grammar, punctuation, spelling and arithmetic; ability to learn and apply laws and ordinances pertaining to issuances of permits and licenses, elections and other activities of the Town Clerk’s office; ability to take direction, type complex reports and correspondence; ability to verify, analyze and reconcile accounts; ability to instruct and guide others; ability to develop effective working relationships with co-workers, the public and other departments; ability to speak and write effectively.  Skilled in researching reference books and locating historical information.
EXPERIENCE, REQUIREMENTS, AND QUALIFICATIONS

High school diploma or equivalent.  Course work and/or prior experience in  bookkeeping.  Three years progressively responsible experience in customer service, office management, record keeping, conducting transactions, reconciling work and related clerical work; OR any equivalent combination of education and experience which demonstrates possession of the required knowledge, skills and abilities.  

PHYSICAL DEMANDS

For communicating with others; talking is required; for receiving information and instructions from others, hearing is required; and for doing the job effectively and correctly sight is required, specifically close vision and the ability to adjust focus.  Required to sit for extended periods of time;  required to regularly stand, stoop bend and ascend and descend stairs;  constant use of hands to finger, handle, and feel objects; frequent reach with hands and arms; and regular lifting and/or movement of 25 pounds or less, and occasional lifting and/or movement of 25 pounds or more.  

SPECIAL REQUIREMENTS

Must be able to be bondable.  Must possess a valid Driver’s License.

Involves travel to meetings and may involve attendance at occasional evening meetings.

Certification as a Municipal Agent for the Division of Motor Vehicles; trained in Division of Motor Vehicles Privacy Act and NHVRIN Vital Records course required within six months of employment; per state law, the position requires Town of Swanzey residency.

The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.

*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of reasonable accommodation to be determined by Management on a case by case basis.
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