TOWN CLERK/ACCOUNTS RECEIVABLE/ASSISTANT RECORDER
 
Title: Town Clerk/Accountants Receivable/Assistant Recorder
Permanent Part-Time: Monday – Friday 8:45 a.m. – 1:15 p.m.
             2nd Thursday evening of each month for Planning and Zoning
             Tuesday evenings 6 p.m. – 8 p.m. twice a month assist Court window
Rate: Starting $16.00 per hour
Posted: 2/8/2022
Closing Date: When a position is filled. Resumes will be reviewed and interviews held, must be able to start immediately after hire. Resumes need to be emailed to townofmantua@gmail.com
Job Descriptions: The town of Mantua is currently looking to hire a permanent part-time Town Clerk/ Accounts Receivable/Assistant Recorder to work under the supervision of the Town Offices Manager/Mayor/Councilperson. Manage town utility accounts, assist town recorder, assist with town elections, take and pass yearly recorder test and remain certified at all times, attend planning and zoning meetings monthly and fill in for Council meetings, when necessary, assist with Court window two evenings a month. Help with building permit process, dog licenses, and bowery rentals.
Job Responsibilities: Must be able to keep accurate and transparent records for the Town.
Greet and assist the public when they appear at the window. 
Manage utility user agreements and provide public works dept with requests for new water meters
Account changes, updates, and adjustments in property owners, renters, garbage can requests/changes.
Monthly utility billing
Input all meter readings into utility accounts with updates
Disconnect notices for non-payments 
Credit Card processing, online utility payments
Create agendas for Planning and Zoning
Attend Planning and Zoning meetings, keep minutes 
Attend Town Council meetings when necessary and keep minutes
Provide financial reports to the financial clerk when needed or requested
Assist with Court window two Tuesday evenings a month
Assist Recorder with organizing any town records, including cemetery and ordinances
Qualifications: High School or equivalent diploma. Record management experience is preferred but not required. 
Must pass a criminal background check, drug tested (if requested). Proficient entry skills to assure accuracy in all records. Must have clerical skills to including typing, operation in advanced computer knowledge, and math skills.
Abilities: Must be able to follow instructions by Supervisors. Must have good communication skills with the public in person and over the phone. Daily workplace stress with working with disgruntled public exists. Ability to meet deadlines and assist other office staff when needed or requested. Must be able to physically sit for long periods of time, must be able to stoop, reach and lift. Must be self-motivated.  

