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DEPUTY MUNICIPAL CLERK
JOB DESCRIPTION

JOB SUMMARY

Performs general secretarial work of considerable difficulty and involving some independent judgment.  Possesses all the powers and authority of the Township Clerk in the Clerk’s absence pursuant to N.J.S.A. 40A:98-135, including attendance at all meetings of the governing body (including Executive Sessions), and the ability to sign documents for the Municipal Corporation in the Clerk’s absence.  Additionally, the Deputy Clerk may be required to handle confidential correspondence on behalf of the governing body.
REPORTS TO


Township Clerk
REPSONSIBILITIES

Supervision and attendance at Rabies Clinic.
General typing of routine and/or confidential correspondence for the Clerk of governing body members.

Assists in preparation of deposits into Clerk’s Office account; assists in preparation of monthly reports to the State and the Finance Office.

Processes requests for payment and requisitions generated from the Clerk’s Office.

Attendance of all Council meetings and assists in typing of minutes of Council meeting, including Executive Session if attended by Deputy Clerk.

Assists in the election process, in the preparation of agendas, and receipt of legal documents.  

Assists in the process of Records Management and Microfilming and Scanning.

Assists in processing of applications for licenses.

Maintains records for release/reduction of bonds. 

Assistance with meeting preparation, including the annual reorganization meeting.  Attendance required the Friday prior to meetings and attendance between Christmas and New Years. 


QUALIFICIATIONS



The Deputy Township Clerk shall be qualified by previous training or experience to perform the duties of this office.

The Deputy Township Clerk shall possess a minimum of 5 years experience in a Municipal Clerk’s Office.

Ability to manage office staff, track work projects and ensure staff assigned duties are performed in a timely fashion. 

Possess Registered Municipal Clerk certification as granted by the Department of Community Affairs or the ability to obtain within one year of employment.

Must have extensive knowledge of Title 40 and 40A.

Must possess demonstrated knowledge in the organization and implementation of the functions of a municipal clerk’s office.

Thorough knowledge and comprehension of the internal workings of municipal organization, policies, practices, procedures, rules, regulations, municipal codes, statutes and laws governing public administration.

Thorough knowledge of current technology useful for application in a Municipal Clerk’s Office.

Ability to write clear accurate reports and to express ideas effectively in oral and written form.

Ability to greet the public in a friendly and courteous manner.

Ability to work efficiently and accurately in an atmosphere of frequent interruptions.

Ability to read, write, speak, understand or communicate in English sufficiently to perform duties of the position. 

Ability to operate computer equipment, copies and other office equipment. 




SUMMARY


The statements contained herein reflect general duties as necessary to describe the principal functions of this title, the level of knowledge and skill typically required and the scope of the responsibility, but should not be considered an all-inclusive listing of work requirements.  This title requires that knowledge is possessed of the general duties of the Township Clerk so as to act in the Clerk’s absence. This individual must also demonstrate the ability to discern confidential matters from those which are not and to handle themselves in a responsible manner in this regard.  Must have an RMC certification.
BENEFITS PACKAGE


Benefits Package Includes: Medical and Prescription coverage through Horizon Blue Cross/Blue Shield NJSolutions Health Insurance Fund.  Free Dental. Other coverage available, AFLAC, Deferred Compensation and additional Life Insurance plans.  Generous paid time off. 
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