
CITY OF BATH, MAINE 

POSITION DESCRIPTION 

 

CLASS TITLE: Deputy City Clerk CODE NUMBER: 111 

DEPARTMENT: City Clerk’s Office GRADE NUMBER:  

UNION: None STATUS: Non-Exempt 

DATE: January 2020   

 

GENERAL PURPOSE: 

 

Provides a variety of routine and complex clerical and administrative work in the administration of the 

City government. Serves the public by issuing municipal and state licenses and permits; recording 

municipal documents; assisting with elections and maintaining records.   

 

SUPERVISION RECEIVED:  

 

Works under the general supervision of the City Clerk. 

 

SUPERVISION EXERCISED: 

 

None. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

Issues various licenses such as business, hunting, fishing, and dog licenses and maintains related records. 

Issues certified copies of vital records. Responsible for reconciling daily cash received from all sales;  

 

Performs certification and recording for the City as required on legal documents and other records 

requiring such certification. Indexes, records, files and retrieves City records and public documents 

 

Assists City Clerk with all Election related duties including the issuance of absentee ballots, verifying 

nomination papers, preparation of Election material and working additional hours leading up to Election 

Day and during an Election. 

 

Keeps voter records current, such as maintaining/auditing the Central Voter System, (CVR) for Elections 

which includes entering new voter registrations, adding/deleting voters from CVR per state notifications 

or requirements.   

 

Performs clerical duties such as composing and editing letters, reports and other material. Assists in the 

preparation of monthly and yearly reports detailing the licensing and recording activities of the office. 

 

Attends Council Meetings and takes meeting minutes when the City Clerk is absent. Sends notices for  

meetings and agenda of Council, Boards and Committees as requested.  

 

Distributes information requested on municipal ordinances; keeps office stocked with, up-to-date, forms, 

manuals and other pertinent information essential to the City Clerk’s Office and the public.  

 

Performs other related duties as assigned. 
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DESIRED MINIMUM QUALIFICATIONS: 

 

Education and Experience:  

 

     (A) Graduation from a high school or GED; Bachelor’s degree in business management, public 

administration or a closely related field are desirable, and  

     (B) Two years of related experience; or 

     (C) Any equivalent combination of education and experience. 

 

Necessary Knowledge, Skills and Abilities: 

 

(A) Working knowledge of the principles and practices of State Statutes and public administration.  

(B) Extensive knowledge of office practices and procedures. Thorough knowledge of records 

management techniques, including legal requirements for recording, retention and disclosure; 

(C) Skill in operation of personal computer, Microsoft Office, and able to learn a variety of software 

programs;  

(D) Ability to learn the provisions of the City Charter, City Ordinances, and State regulations relating 

to the operation of city government; accurately record and maintain records;  

(E) Ability to establish and maintain effective working relationships with employees, other 

departments, officials and the public;  

(F) Ability to communicate effectively verbally and in writing; Ability to plan, organize and supervise 

clerical workers and assigned staff. 

 

SPECIAL REQUIREMENTS: 

 

(A) Must be bondable;  

(B) Have a valid State Driver's License;  

(C) Have notary public certification or become certified within three months of hiring. 

 

PHYSICAL DEMANDS: 

 

While performing the duties of this job, the employee is frequently required to sit and talk or hear, use 

hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The 

employee is occasionally required to walk. 

  

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by 

this job include close vision and the ability to adjust focus.  

  

The job description does not constitute an employment agreement between the employer and employee 

and is subject to change by the employer as the needs of the employer and requirements of the job change.  


