TOWN CLERK

Pay: $27,500.00 a year. Hours: Public scheduled hours 24 per week. Unscheduled hours for meetings,
elections, and trainings. Retirement: Municipal Retirement through the State of Vermont. Health Insurance:
Single person Insurance

JOB RESPONSIBILITIES:

Appoint and train assistant clerk/s.

Maintain State & Local checklists (voter registration)

Preside over all elections; to include making petitions, consent of candidate, etc. forms  available within
given deadlines

Administer oaths to all positions

Appoint Deputy Registrars

Notary Public/Ex-officio

Issue dog licenses, kennel permits & breeder permits

Issue marriage licenses

Record birth, marriage, & death certificates

Record & receipt land transactions (rights of ways, mortgages, liens, permits, etc.)
Restoration of records: scheduling the microfilming, cleaning & restoring of all permanent records
Recording town proceedings: Collect the minutes and agendas from all boards and commissions and record in
proceedings books.

Keeper of the Grand List

DMV registration renewals & keep on hand DMV forms

Keep current address changes (grand list {property owners}, registered voters, etc.)
Keep current list of town officials

Clerk of the Board of Civil Authority

Clerk of the Board of Abatement

Help customers at the counter when they come in

Fee Reports to the State

Schedule researchers and over see them while they are here

Quarterly Newsletter

Mailing Town Report

Oversee hall cleaning person

Keep hall schedule calendar up to date

Over see hall rentals

Process weight permits

Scan land records for online access

Issue dump stickers

Accounting of receipt books

I am sure there are other things not listed here.

Things to consider:

Being a good people person is important.

Being a good multitasker is very important.

Computer experience is necessary. Knowing Microsoft Office, Word, Excel, and Publisher would be good since
they are all used.

NEMRC modules are used for Land Records, Dog Records and Grand List. There are trainings online that can
be used for that.



