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OPEN POSITION
ASSISTANT TOWN CLERK

The Assistant Town Clerk performs and is responsible for the recording & indexing process for land records, liens, other title encumbrances, discharges & conveyances; assists with issuing permits, licenses & certificates.  
Requires diploma from accredited high school with three years experience performing work of a like/similar nature or equivalent combination of education/experience.  Comprehensive knowledge of modern land records information systems & prior administrative/clerical experience preferred.  Must possess or earn CT Assistant Town Clerk certification within five years from date of original appointment.  

Submit resume, cover letter & references to Town Manager’s Office, 172 Main Street, P.O. Box 6000, Danielson, CT  06239 no later than 4:00 pm Friday, September 17, 2010, subject to closing at that time or when sufficient applications received.  Emailed or faxed (860-779-5382) resumes will be accepted.

Questions or more information, please contact:  Town Manager’s Office 860-779-5334 
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