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	TOWN OF  NORTHBOROUGH

Personnel Office

63 Main Street

Northborough, MA 01532-1994

(508) 393-5040 Phone

(508) 393-6996 Fax

personnel@town.northborough.ma.us




***Employment Opportunity***

TOWN CLERK

TOWN OF NORTHBOROUGH

The Town of Northborough seeks qualified candidates to serve as Town Clerk.  The Town Clerk is appointed by the Town Administrator and has administrative and supervisory responsibility for care and keeping of official municipal documents and records, and management of federal, state and local elections.  Other responsibilities include: recording and certifying proceedings of town meetings, overseeing town census, voter registration, vital records, issuance of various licenses and permits, serving as a source of public information on a variety of town related matters, and supervising office staff skilled in customer service and information technology.  Candidates should possess excellent communication, organizational, records management and supervisory skills as well as computer proficiency.  Minimum qualifications: Associate's degree required; Bachelor's degree desired, and three years of municipal experience, including supervisory and records management; or any equivalent combination of education and experience.  Salary range: $43,834 - $58,537 plus excellent town benefits.  Detailed job description is available.  Please submit resume and letter of interest to:  Town Administrator’s Office, 63 Main Street, Northborough, MA 01532 or email jcoderre@town.northborough.ma.us. AA/EOE.

                                        Submission deadline:  March 15, 2004 or until filled
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