TOWN OF TOPSFIELD

JOB DESCRIPTION
ASSISTANT TOWN CLERK
Title: Assistant Town Clerk
Department: Town Clerk’s Office

Hourly Rate: $20.61 (Step 1) to $27.05 (Step 11 — Max)
Classification:  Grade 5, Non-Union, Personnel Bylaw, FLSA Non-Exempt
Schedule: Part-Time, 19 hours/week — Monday-Friday (Non-benefitted)

Position Purpose:

The purpose of this position is to provide responsible administrative, supervisory, clerical
and technical duties assisting the Town Clerk in the daily operation of the office as well as
preparing for Town Meetings and elections; maintaining the department’s website page; and
tracking town-wide public records requests. The Assistant Town Clerk assumes the role of
the Town Clerk in his/her absence. Performs all other related work as required.

Supervision:
Supervision Scope: Performs a variety of responsible duties of a diverse nature requiring the

exercise of judgment and discretion in the interpretation and application of guidelines and
inquiries from the general public; carry out job duties independently; work at this level
requires a working knowledge of departmental operations, Town bylaws and MA General
Laws.

Supervision Received: Works under the general direction of the Town Clerk according to
applicable provisions of the Massachusetts General Laws. Generally works independently
and sets own daily work plan and chooses between appropriate courses of action to achieve
defined objectives; refers all unusual cases to supervisor.

Supervision Given: Assists in supervision of election workers, town meeting workers,
volunteers and tax credit senior citizens.

Job Environment:
Work is performed under typical office conditions; work environment is moderately noisy.
Work is subject to predicted season fluctuations, which may require additional hours.
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Operates a computer using standard office software, State Census/Voter Registration System,
State Vital Records System, telephone, cash register, copier, facsimile machines and all other
standard office equipment.

Has frequent contact with the general public, and regular contact with other town
departments and officials, members of town boards/committees, and state officials. Contacts
are primarily in person or by telephone and can involve discussing routine to complex issues
and/or information.

Has access to department related confidential information and vital records.

Assists the public in person, by mail, email, fax or phone with all types of questions and
needs in a timely manner.

Due to the variety of and access to confidential information processed by the Town Clerk’s
Office, the Assistant Town Clerk must respect and maintain a high degree of confidentiality,
discretion and professional protocols.

Errors could result in customer inconvenience, delay and confusion, cause adverse public
relations and have legal/financial repercussions.

Essential Functions:

(The essential 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.)

The Assistant Town Clerk assists, supports and is mandated by law to assume the
responsibilities of the Town Clerk in his/her absence. Assists the public in person, by mail,
email, fax or phone with all types of questions and needs in a timely manner.

Assists with the day-to-day operation of the town clerk’s office. Has frequent contact with
the general public and requires a high level of customer service. Answers phone, waits on
counter, collects and records all money received. Work involves the ability to follow well-
defined procedures. Performs routine duties of a clerical nature.

Assists with the tracking and responses to public records requests between requestors and
town officials and department managers. Assists with the maintenance of the department’s
website page and coordinates town-wide website management duties with the Town
Administrator’s Office, including, but not limited to uploading documents to the town’s
website, ensuring the timely and legal postings of public meetings, posting public documents
including meeting agendas and minutes as required by various Town-wide Boards and
Committees.
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Issues annual dog licenses, sends late fee notices to dog owners and provides dog lists to
Animal Control and Rutland Dispatch. Issues certified copies of vital records of births,
marriages and deaths. Issues Burial Permits and Death Certificates. Issues Business
Certificates, raffle permits, and underground fuel storage permits.

Responsible for postings of public meetings on the Town’s website and in the office. Must
be familiar with Open Meeting Law, Conflict of Interest Law and Public Records Law.
Works with other departments and Boards/Committees/Officials to resolve issues.

Assists with preparations for town meeting and elections and record keeping of such events.
Responsible for absentee ballots, in-office voting, testing of voting machines, set-up of
polling place and other election related work.

Assists the Town Clerk in record keeping, maintaining and updating census data, voter
registrations, vital records, and statistics and official municipal records. Assists with the
annual town census and preparation of annual street listing. Accurately files permanent
records and maintains record log where needed. Prepares and completes various forms and
required reports with direction from the Town Clerk.

Records permanent records of the town and issues certified copies of the same.

Performs similar or related work as required, directed or as situation dictates.

Recommended Minimum Qualifications:

Education and Experience:
High school diploma required; college degree preferable; five (5) years of related
progressively increased responsibility in general office operations; experience in a municipal
setting and dealing with the public strongly preferred.; or any equivalent combination of
education and experience.

Special Requirement:
Notary Public.

Knowledge, Ability and Skill:

Knowledge: Strong knowledge of how to research election laws, public record laws,
campaign finance laws, town bylaws, land-use laws and all pertinent regulations. Complete
working knowledge of office administration, financial record keeping and automated office
systems and procedures. Maintains current knowledge of federal, state, and local regulations
as they pertain to records maintenance and vital statistics. Position requires a working
knowledge of MGL and Town Bylaws relative to vital statistics, elections, and parliamentary
procedures.
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Ability:  Ability to prioritize multiple tasks and deal effectively with interruptions to meet
deadlines, often under considerable time pressure. Ability to develop and implement
guidelines, procedures and policies. Ability to analyze and solve problems. Ability to
prepare routine to complex documents and reports utilizing computerized office applications
including database management programs. Ability to interact effectively, tactfully, and with
considerable discretion with a wide variety of individuals.

Skill:  Excellent organizational, record keeping and communication skills. Excellent
customer service skills. Skill in word processing, databases, and vital records software. Skill
in all of the above references methodologies, equipment and systems.

Physical Requirements:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.  Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

Lifts/moves objects weighing up to 30 pounds, files, and types on a keyboard at a moderate
speed. Ability to view computer screens and work with details for extended periods of time.
.Requires the ability to operate, maneuver and/or control the actions of equipment, and/or
materials used in performing essential functions.

(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.)

The Town of Topsfield is an equal opportunity employer. The Town does not discriminate in
hiring, training, promotion, discipline, termination or other personnel actions on the basis of
race, color, religious creed, age, gender, sexual orientation, marital status, national origin,
ancestry, or any other characteristic protected by law.
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