TOWN OF DEL NORTE
Deputy/Assistant Town Clerk
POSITION TITLE: Deputy/Assistant Town Clerk
________________________________________________________________________
Department:
Administration
_________________________________________________________________________
GENERAL STATEMENT OF DUTIES
Performs administrative support duties in the areas of accounting, General office functions for
the Town.
This is a Non-exempt at-will position under the provisions of the Fair Labor Standards Act
(FLSA)
___________________________________________________________________
ESSENTIAL DUTIES
The following statements are illustrative of the essential functions of the job and do not include
other nonessential or peripheral duties that may be required. The Town of Del Norte’s retains
the right to modify or change the essential and additional functions of the job at any time.











Performs backup and assists with official administrative duties on behalf of the Town.
Attends Town Board meetings; takes, drafts, and finalizes meeting minutes for Board
approval; and distributes copies of minutes, enacted ordinances, and resolutions approved
by the Board.
Prepares payroll that includes collecting time reports, data entry, payroll compilation and
check preparation. Maintains information and provides W-2 forms; completes quarterly and
annual reports.
Assists Town Clerk with elections; orders supplies; provides public with information;
publishes notices; assists in training election judges. Keeps informed about changing laws.
Retains records and files documents. Disposes of materials no longer necessary to keep.
Maintains the Town’s official records: develops and updates retention and destruction
schedules. Researches minutes and documents for information requested.
Prepares for and collects monies for utility bills, taxes, business license fees, and other
monies due the Town. Works closely with Public Works department on utility service of
customer accounts.
Performs accounts payable using or assigning appropriate account numbers and preparing
appropriate checks.
Assists with the processing of liquor licensing, posts notices, and advises applicants
requesting liquor licenses. Issues all other Town permits and licenses.
Answers the telephone and waits on customers at counter. Responds to questions of the
public; researches payments due, receives monies and prepares receipts of same.
Sorts, processes, and distributes incoming and outgoing mail.

ADDITIONAL DUTIES
 Perform other duties as assigned and required.
REPORTING RELATIONSHIPS:
This Position Reports to: Town Treasurer and Town Administrator/Clerk.

EXPERIENCE AND TRAINING:
Education and Experience: High School diploma or GED equivalent. Additional coursework in
accounting is helpful. At least 3 years of directly related office or clerical experience. Local
governmental work experience helpful.
KNOWLEDGE, SKILLS, AND ABILITIES:
 Skill and ability to keyboard efficiently and accurately while using a computer.
 Possesses the knowledge and skills in basic bookkeeping and accounting.
 Knowledge, skill, and ability to compose and format business letters and minutes.
 Knowledgeable and able to communicate with the public in a friendly, professional manner.
EQUIPMENT USED:
Computer, printer, copier, fax, 10-key calculator, and telephone.
ENVIRONMENTAL CONDITIONS:
Duties primarily involve sitting—plus standing and walking—in an indoor, protected
environment.
The incumbent may be exposed to adverse weather conditions and/or
unfavorable traffic conditions while driving to meetings and appointments.
PHYSICAL REQUIREMENTS:
 Ability to conduct activities involving occasional walking, and frequent standing and sitting.
 Ability to lift or carry items up to 25 pounds that include records, paper boxes, mail, files,
and maps.
 Ability to conduct activities involving climbing, balancing, stooping, kneeling/bending,
crouching, crawling, twisting, climbing, and reaching on a limited basis.
 Ability to participate in routine conversation in person or via telephone and can distinguish
telephone, voice and other auditory tones to respond to the public.
 Ability to use a computer for prolonged periods of time.
OTHER REQUIREMENTS:
 Ability to understand verbal information and instruction. Ability to exchange information with
others and to develop and present recommendations.
 Ability to read and understand written information. Ability to compose information and
instruction in written form.
 Ability to translate verbal communication into effective written material, e.g. reports and
other documents.
 Ability to use mathematical reasoning is necessary to carry out the regulations and
requirements.
 Ability to utilize analytical skills and apply results.
 Ability to use and apply technology.
Current part-time hourly rate: $13.00-$13.87
Approximately 28 hours a week

