DEPUTY TOWN CLERK – JOB DESCRIPTION
(This position is appointed by the Town Clerk with approval of the Board of Selectmen per RSA 41:18)

Statutory requirements limit this position to Dunbarton Residents
Department:  Town Clerk’s Office




Reports To:
Town Clerk



Hours:  Average 12 per week with occasional additional coverage for elections, workshops, conference, illness, or as required plus vacation coverage up to 40 hours per week 2-3 times per year.
POSITION SUMMARY:

Responsible for assisting the Town Clerk in the day-to-day operations of the office within the statutory authority allowed.  In the absence of a Town Clerk, he/she is responsible for planning, organizing and directing the department.

KNOWLEDGE, SKILLS and EXPERIENCE REQUIRED:

· A High School diploma or equivalent 

· Thorough knowledge of bookkeeping principles, methods, and practices 
· Working knowledge of modern office practices, procedures, and equipment

· Ability to communicate effectively both verbally and in writing
· Ability to prioritize, organize, and perform work independently
· Ability to learn and understand statutes, bylaws, regulations, codes, policies and procedures related to the position

· Ability to work with the public under sometimes hectic and stressful situations, while maintaining a courteous disposition
· Ability to maintain complete confidentiality

GENERL OFFICE DUTIES (all performed in accordance with New Hampshire RSA’s and Administrative Rules)
· Prepare and issue motor vehicle registration permits (new, renewal, transfer, duplicate)
· Prepare and process Applications for Certificates of Title
· Prepare and mail monthly notices for automobile renewals

· Issue dog licenses and update license records as needed
· Respond to requests for information from the public, state and federal offices, and other municipalities

· Prepare and issue marriage licenses

GENERAL OFFICE DUTIES (continued)
· Provide certified copies of vital records (birth, death, marriage, divorce, and dissolution)

· Accept voter registration.  Forward same to Supervisors of the Checklist

· Accept Declaration of Candidacy for local office and certain state offices during the filing period
· Administer Oath of Office to newly elected or appointed officials

· Distribute absentee ballots

· Assist with conduct of elections

· Collect fees when applicable
· Remain current on all local, state, and federal rules and regulations pertaining to position
· File all documents processed through this office

OTHER DUTIES AND RESPONSIBILITIES:

· Promote and maintain positive community relations
· Perform other related duties as required
STATE TRAINING REQUIRED through:
· Department of Safety - Division of Motor Vehicles
· Secretary of State - Division of Vital Records
· Secretary of State – Election Division
· Additional training as required by relevant State Agencies
WORKING CONDITIONS/PHYSICAL DEMANDS:

· Normal office environment
· Regular interruptions to assist citizens
· May spend extended periods on telephone, operating other office machines, or sitting at station
SUPERVISORY RESPONSIBILITY:

This position has no supervisory responsibilities

The above statements are intended to describe the general nature and level of work being performed in this position.  It is not intended to be an exhaustive list of all responsibilities and duties required.
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