


                Town of Madison




       Town Clerk

Basic Function

Under the general direction of the Director of Town Services, plans, administers, and coordinates the functions of the Town Clerk and Registrar of Vital Statistics as imposed by the General Statutes of the State of Connecticut, Town Charter and Town Ordinances. Preserves official records of the Town, administrates the functions of vital statistics, supervises the election process and the sale of various licenses, fees and permits.

Registrar of Vital Statistics
Administers and issues licenses and permits for marriage and deaths; certifies birth, death and marriage records as required; maintains confidentiality of births and adoption records; collects fees for all permits, licenses and certified copies; furnishes information on all aspects of Vital Statistics.
Knowledge, Skills and Abilities

Thorough knowledge of current state statutes relating to land records, vital statistics and election law.

Considerable knowledge of fee collections, Notary Public certification and procedures, all areas of Vital Statistics, posting of legal requirements and Freedom Information Act.

Qualifications (minimum)

Bachelor’s degree in Public or Business Administration or related field plus five years of office administration experience, including at least one year of land records administration and some supervisory experience or any combination of education and experience that provides equivalent knowledge, skills and abilities. Requires a Certified Connecticut Town Clerk (CCTC) designation and Notary Public; experience in working with and communicating with the public is required.

Apply to:

Complete employment application (available on this website), letter of interest, and resume to Human Resources Department.  Applications accepted until Friday, October 14, 2011.  EOE/MF/AA

