
Class Title:  Deputy Clerk/Court Clerk 

 

Purpose: 

Performs routine clerical, secretarial and administrative work in answering phones, receiving the 

public, providing customer assistance, cashiering, data processing, and will be appointed to Clerk 

of Court. 

 

Supervision Received: 

Works under the supervision of the Clerk/Treasurer 

 

List of duties and responsibilities: 

Fill in when Clerk/Treasurer is absent 

Be able to attend evening meetings when needed. 
Assist with Town functions 

 Various Duties 

 Assist Customers: Contractor Licenses, Catering Permits, Court files/fines; various 

town questions regarding ordinances, etc. 

Prepare Overtime/Compensation report - monthly 

Assist with bank reconciliations, accounts payable accounts receivable and payroll.   

Serves as Notary Public 

 Maintain social media/Facebook 

 Contractor Licenses 

 Keep list of current Contractor Licenses 

 Issue Licenses upon application 

 Send notices of expiration terms and certificates of insurance  

 Court Clerk 

 Prepare Court Docket and files for Judge and Town Attorney  

 Attend court 

 Maintain records and prepare correspondence relating to Court 

 Court dates are set by Town Attorney scheduled with the Judge (Be sure & put them 

in the scheduling book!)  Call Animal Control (680-4701) and Sheriff’s Dispatch 

(464-0039) with new court dates. 

 

Special Requirements: 

Must be Bondable 

Valid driver’s license 
Notary public certification within six months 

Must reside within 15 miles of Wright 

Must have a High School diploma or equivalent of a GED. 

 

Required knowledge, skill and ability: 

Ability to multi-task  

Ability to prioritize tasks and duties 

Planning and organizing 

Problem assessment and problem solving 



Information gathering and information monitoring 

Attention to detail and accuracy 

Customer service orientation 

Adaptability and flexibility 

Time management 

Knowledge of bookkeeping practices and procedures 

Ability to communicate effectively, verbally and in writing 

Ability to accurately record and maintain records 

Knowledge of operation of standard office equipment  

Computer skills and knowledge of relevant software 

 

Work Environment: 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually quiet. 

 

This 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 requirement 

of the job change. 

 


