












 
TOWN OF STOUGHTON 

SENIOR CLERK II 

 

 

 
Statement of Duties 
Provides administrative, basic bookkeeping, secretarial, and clerical support to department staff;   
provides administrative support in the keeping and maintenance of official municipal records and 
files; all other related work as required.  
 
Supervision 
Works under the close supervision of the Treasurer Collector and Assistant Treasurer Collector.  
 
Job Environment 

 Work is performed under typical office conditions, with continuous interruptions from 
the general public; may be required to work outside of normal business hours. In 
addition, may be required to work on weekends. 

 Operates a computer and general office equipment, such as a calculator, copier, facsimile 
machine, and telephone. 

 Makes frequent contact with other town departments; makes constant contact with the 
general public.  Contacts are by phone, correspondence, and in person.  Has access to 
department information and files, may have access to confidential information, such as 
reports and personal information regarding citizens receiving services from the 
department.  

 Errors in application of established departmental procedures could result in monetary 
loss, reduced levels of service, confusion and delay in the provision of services and could 
have legal and/or financial repercussions for the town.  

 
Essential Functions 
The essential functions or duties listed below are intended only as illustration of the various 
types of work that may be performed. The omission of specific statements of duties does not 
excluded them from the position if the work is similar, related, or a logical assignment to the 
position. 

 Performs routine clerical and administrative support in answering phones, receiving 
public requests from the public, providing customer assistance, cashiering, data 
processing, and bookkeeping. 

 Answers in-coming calls and routes callers or provides information as required. 
 Responds to inquiries from employees, citizens and others and refers, when necessary, to 

appropriate persons. 
 Reconciles data for specific accounts and resolves discrepancies in accordance with 

established procedures.  
 Receives, stamps, and distributes incoming mail, processes outgoing mail. 
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 Maintains a daily cash balance; balances cash on hand against receipts; prepares and 
balances deposits; makes a listing of deposits by accounts; examines receipts for accuracy 
and completeness; brings deposit to Treasurer’s Office. 

 Inputs data to standard office and department forms; makes simple postings to accounts; 
compiles data for various reports. 

 Maintains filing systems, control records and indexes using moderate independent 
judgment. 

 Serves as back-up for other administrative and/or clerical personnel 
 Prepares and submits written reports to supervisor as required 
 Performs similar or related work, as required, or as situation dictates 

 
Specialized Functions Collector 

 Processes, balances, and records payments received in person, by mail and electronically 
from institutions, businesses and the public 

 Issues receipts for payments 
 Secures cash and checks in assigned, secure locations 
 Updates records relating to payment information and town financial records 
 Maintains and reconciles cash to insure appropriate recording of cash transactions.  
 Acts as custodian of the vault, insuring the safekeeping of vault contents.  
 Maintains a detailed record of all financial transactions.  
 Gathers historical and current data on accounts.  
 Maintains a database of lockbox activity  
 Operates standard office equipment.  
 Will be cross trained with Treasurer’s Office  

Recommended Qualifications 

Minimum Education and Experience 
 High school diploma or equivalent plus at least four (4) years’ experience in office 

setting; or an equivalent combination of education and experience.  
  Must be proficient with Microsoft Office. 

 
Knowledge, Ability and Skill 
Knowledge:  

 Thorough working knowledge of office procedures and practices.  
 Working knowledge of Municipal Government Operations. 

Ability:  
 Ability to multi-task and prioritize. 
 Ability to assist customers of diverse backgrounds. 
 Ability to communicate effectively in written and oral form.  
 Ability to prepare documents and reports accurately. 
 Ability to use proper grammar, punctuation and spelling. 
 Ability to follow guidelines and procedures. 
 Ability to maintain complex record keeping systems.  
 Ability to prepare financial records.  
 Ability to operate a computer, a telephone and standard office equipment.  
 Ability to work with highly confidential information. 



 Ability to establish and maintain effective and harmonious working relationships with 
town officials, town employees, and the general public.  

Skill:  
 Excellent customer service skills. 
 Skill in operating computers including word processing, menu driven database updating 

and reporting, basic spreadsheet applications, internet research and email. 
 Superior organizational skills.  

 
Physical and Mental 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.  
 

 Minimal physical effort generally required in performing duties under typical office 
conditions. 

 Position requires the ability to operate a keyboard and standard office equipment at 
efficient speed.  

 The employee is frequently required to manipulate objects, tools, or controls, and reach.  
 The employee is frequently required to remain in a stationary positon and communicate.  
 The employee must occasionally transport up to 50 pounds. 
 Specific vision requirements include close vision, distance vision, and the ability to adjust 

focus. 
 
This job description does not constitute an employment agreement between employer and 
employee, and is subject to change by the employer, as the needs of the employer and 
requirements of the job change.  
 
 



TOWN OF STOUGHTON 

SENIOR CLERK II 

 

 
Statement of Duties 
Provides administrative, basic bookkeeping, secretarial, and clerical support to department staff;   
provides administrative support in the keeping and maintenance of official municipal records and 
files; all other related work as required.  
 
Supervision 
Works under the close supervision of the Treasurer-Collector and Assistant Treasurer-Collector.  
 
Job Environment 

 Work is performed under typical office conditions, with continuous interruptions from the 
general public; may be required to work outside of normal business hours. In addition, may 
be required to work on weekends. 

 Operates a computer and general office equipment, such as a calculator, copier, facsimile 
machine, and telephone. 

 Makes frequent contact with other town departments; makes constant contact with the 
general public.  Contacts are by phone, correspondence, and in person.  Has access to 
department information and files, may have access to confidential information such as 
reports and personal information regarding citizens receiving services from the department.  

 Errors in application of established departmental procedures could result in monetary loss, 
reduced levels of service, confusion and delay in the provision of services and could have 
legal and/or financial repercussions for the town.  

 
Essential Functions 
The essential functions or duties listed below are intended only as illustration of the various 
types of work that may be performed. The omission of specific statements of duties does not 
excluded them from the position if the work is similar, related, or a logical assignment to the 
position. 

 Performs routine clerical and administrative support in answering phones, receiving 
requests from the public, providing customer assistance, cashiering, data processing, and 
bookkeeping. 

 Answers in-coming calls and routes callers or provides information as required. 
 Responds to inquiries from employees, citizens and others and refers, when necessary, to 

appropriate persons. 
 Reconciles data for specific accounts and payroll and resolves discrepancies in accordance 

with established procedures.  
 Receives, stamps, and distributes incoming mail, processes outgoing mail. 
 Reviews forms, lists, documents, and correspondence for accuracy and completeness. 
 Inputs data to standard office and department forms; makes simple postings to accounts; 

compiles data for various reports. 
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 Maintains filing systems, control records and indexes using moderate independent 
judgment. 

 Serves as back-up for other administrative and/or clerical personnel 
 Prepares and submits written reports to supervisor as required 
 Performs similar or related work, as required, or as situation dictates 
 
Specialized Functions – Treasurer’s Office  
 First to accept and verify department turnovers and combines all for the daily deposit 
 Enters Rockland Trust Collector bank deposits into the Collector daily deposit 

spreadsheet 
 Enters Rockland Trust Treasurer Deposits in Transit (DIT’s) into the Treasurer DIT 

spreadsheet 
 Enters monthly bank transfers into spreadsheets and then enters as a journal entry into 

Munis 
 Enters daily departmental turnovers into Munis 
 Creates charge codes in Munis  
 Runs monthly tax & water/sewer/trash receivable reports 
 Runs real estate/personal property/motor vehicle excise overage reports from Munis for 

refunds  
 Runs personal property/motor vehicle excise outstanding reports from Munis for write 

offs  
 Writes off /personal property/motor vehicle excise principal in Munis after the Treasurer 

provides a signed state Form 380 
 Enters departments weekly invoices into Munis  
 Works on tailings process  
 Provides back up for Collector counter, processing mail, rejected lock box and drop box 

tax and water/sewer payments and enters into Munis and CUSI when short staffed  

Recommended Qualifications 

Minimum Education and Experience 
 High school diploma or equivalent plus at least four (4) years’ experience in office setting; 

or an equivalent combination of education and experience.  
 Must be proficient with Microsoft Office. 

 
Knowledge, Ability and Skill 
Knowledge:  

 Thorough working knowledge of office procedures and practices.  
 Working knowledge of Municipal Government Operations. 

 
Ability:  

 Ability to multi-task and prioritize. 
 Ability to assist customers of diverse backgrounds. 
 Ability to communicate effectively in written and oral form.  
 Ability to prepare documents and reports accurately. 
 Ability to use proper grammar, punctuation and spelling. 
 Ability to write concisely, express thoughts clearly and develop ideas in a logical sequence. 
 Ability to follow guidelines and procedures. 
 Ability to maintain complex record keeping systems.  



 Ability to prepare financial records.  
 Ability to operate a computer, a telephone and standard office equipment.  
 Ability to work with highly confidential information. 
 Ability to establish and maintain effective and harmonious working relationships with town 

officials, town employees, and the general public.  
Skill:  

 Excellent customer service skills. 
 Skill in operating computers including word processing, menu driven database updating 

and reporting, basic spreadsheet applications, internet research and email. 
 Superior organizational skills.  

 
Physical and Mental 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.  
 

 Minimal physical effort generally required in performing duties under typical office 
conditions. 

 Position requires the ability to operate a keyboard and standard office equipment at 
efficient speed.  

 The employee is frequently required to manipulate objects, tools, or controls, and reach.  
 The employee is frequently required to remain in a stationary position and communicate.  
 The employee must occasionally transport up to 50 pounds. 
 Specific vision requirements include close vision, distance vision, and the ability to adjust 

focus. 
 
This job description does not constitute an employment agreement between employer and 
employee, and is subject to change by the employer, as the needs of the employer and 
requirements of the job change. 
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