
Town of Marlborough  

Job Description 

Job Title: Town Clerk Assistant  

Job Summary: Records and reports land records and vital statistics, issues licenses and permits; assists in 
the administration of elections; and assumes responsibility of office in absence of the Town Clerk. 
Provides coverage of Tax Collector’s office and/or other Town offices as needed.  

Supervision Received: Receives general supervision from the Town Clerk 

Supervision Exercised: Not applicable 

Examples of Essential duties:  

(Any one position may not include all of the duties listed, nor do the listed examples include all duties 
which may be found in positions of this class.) 

1. Plans work according to established office procedure. Works with public in person or by 
telephone. Provides information concerning services offered by the Town and Community.  

2. Prepares correspondence in response to routine inquiries. 
3. Records and audits land records information in day book and general indexes. Prepares sales 

ratio forms and forwards to the Connecticut State Department of Revenue Services.  
4. Prepares transfer reports for Assessor, Tax Collector and Registrars.  
5. Receives and records fees and conveyance taxes for deed transfers, land maps and trade name 

certificates. Receives veteran discharge papers for recording. Receives and files liquor permits.  
6. Assists in distribution of absentee ballot forms and other details for general and special 

elections.  
7. Issues and receives fees for dogs and other licenses. Prepares statements for fees collected. 

Prepares bank deposits and end of month fiscal reports for treasurer’s office.  
8. Issues marriage licenses. Records and indexes births, death and marriages. Assists Town Clerk in 

screening applicants for certification as Notary Public.  
9. Assumes Town Clerk duties and responsibilities as necessary and in accordance to attained 

certification level.  
10. Other duties as required by the Town Clerk and First Selectman.  

 

Examples of Incidental Duties:  

1. Provides technical information and assistance to title searchers, attorneys and members of the 
public.  

2. Determines how to provide copies of Vital Records in accordance with Connecticut State 
Statutes.  

Knowledge, Skills and Abilities Required: 

Ability to work with details and accuracy in recording information. Utilize computer software and 
other workplace technologies typically needed in the business field such as spreadsheets and word 
processing, as well as an ability to learn frequently evolving software in order to manage election 



and vital records information. Ability to acquire a working knowledge of laws and regulations 
involved in land records and vital statistic record keeping. Ability to communicate with the public 
about land records, vital statistics and election matters, and exercise confidentiality.  Must possess 
exceptional customer service skills. 

Minimum Qualifications Required:  

The skills and knowledge required would generally be acquired with graduation from high school 
and 5 years general office experience, or an Associate’s degree in Business Administration, with 3 
years of office employment experience, or any equivalent combination of education and experience. 
Must possess legible handwriting. Ability to acquire a working knowledge of laws and regulations 
involved in land records and vital statistic record keeping. Learn and understand Town Charter and 
ability to reference to Connecticut General Statues. Must be bondable.  

License or Certification: 

Valid Connecticut Motor Vehicle License. Ability to receive certification as a municipal clerk within 3 
years is desirable.  

Physical Exertion/Environmental Conditions:  

Performs duties in an office environment. Routinely and intermittently exposed to computer screen, 
and must take periodic breaks from screen. Ability to lift and move medium weights, for example, 
map and land record books, ledgers, office supplies etc. Must be able to hear clearly (correctable to 
within normal limits) to record telephone information, and to see (vision correctable to 20/20) to 
complete applications and forms. May be required to drive to banks, post office, and off-site training 
classes.  

 

 

 

 

 


