TOWN OF LIBERTY[image: ]

BOARD OF SELECTMEN
7 Water StreetTheresa Butler, 1st Selectman, Assessor
Danny McGovern, 2nd Selectman, Assessor
Dean Bartlett, 3rd Selectman, Assessor

PO Box 116
Liberty, Maine 04949
selectmen@libertymaine.us
Ph.  207-589-3014
Fax. 207 589-3160

The Town of Liberty is seeking a dependable and flexible individual to join our team as a part‑time Deputy Town Clerk (8 hours per week, with opportunity for more hours during busy times). Municipal experience is highly preferred, but we welcome applicants with comparable administrative, customer service, and clerical backgrounds or the ability and excitement to learn. This position offers the opportunity to work in a community‑focused environment with great coworkers. This position directly reports to the Town Clerk.

Essential Duties & Responsibilities
· Provides occasional coverage to the Town Clerk during scheduled time off
· Perform the duties of Deputy Clerk, Deputy Treasurer, Deputy Tax Collector and Office Assistant
· Provide great and consistent customer service by greeting visitors, answering questions, and assisting residents in person and by phone
· Act as a municipal registration agent for the processing of new vehicle registrations, re‑registrations, plate transfers, and issuing plates and stickers
· Issue a variety of licenses, permits, and certificates, including hunting & fishing, dog, ATV, boat, snowmobile registrations, Marshall Shores parking passes.
· Assist with monthly reports to State of Maine agencies.
· Process property and real estate tax payments
· Maintain and balance a daily cash drawer
· Provide clerical support for Code Enforcement and Tax Assessing Agent, including sorting and filing materials.
· Operate standard office equipment and perform routine calculations
· Assist with elections and Town Meeting
· Perform additional duties as assigned by the Town Clerk, Town Administrator, Treasurer, and Selectboard
· Willingness to take meeting minutes at the Selectboard and Planning board meetings during scheduled time off for other employees is a plus!
Requirements
· Strong knowledge of office procedures and administrative practices
· Experience with cash handling
· Ability to follow instructions accurately
· Ability to multitask, work effectively with the public, and collaborate with staff in a professional and courteous manner
· Ability to answer phone calls and emails while at the office
Highly Competitive Applicants Will Have the Following
· Municipal experience
· Experience with TRIO/Harris municipal software

Interested candidates should submit a resume to townclerks@libertymaine.us. Applications will be accepted until the position is filled.
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