Town of Bingham
Municipal Clerk (Town Clerk)
Job Description

Nature of work

The Municipal Clerk serves as the official record keeper of the municipality and is responsible for
administering elections, licensing, vital records, and other statutory duties as required by state law. The
Clerk provides essential services to the public, supports the governing body, and ensures the integrity,
accuracy, and accessibility of municipal records

Appointment & Supervision

e Reports to: Town Manager or Town Administrator
e Supervises: Other clerical staff, as assigned
e Appointment: Appointed (hired) by the Town Manager for a term of one year.

Essential Duties and Responsibilities

Performs all duties and exercises all powers incumbent upon or invested in by the Town Clerk by State
law.

Records & Legal Documentation’

e Validates and attests official documents, oversees posting official notices and
advertisements; records papers with Federal, State, and County governments as needed.

e Acts as custodian of all official municipal records, including ordinances, resolutions,
minutes, and policies;
Record, maintain, and certify actions of the governing body;
Manage records retention and archiving in compliance with state law;

Elections & Voter Services®

Administers all ‘oaths of office’; maintains terms of office for board/committees

Plans and supervises all local, state, and federal elections in accordance with election law,
including certification of petitions;

Maintain voter registration records and election materials (as Registrar);

Prepare ballots, warrants, and election reports;

Provide information to voters and candidates;

Licensing & Permits

e Supervises the issuance of most licenses and permits as authorized by law, including
business, dog, marriage, recreational, and other municipal licenses and permits;
e Maintain accurate licensing records and submit required reports to state agencies;

! Maine Secretery of State, “Local Government Retention & Dlsposmon Schedule”, accessed 01/11/26;

2 Maine Revised Statutes, “Title 21-A, §505 Municipal clerk”, accessed 01/11/26; 11112& (zlggmla_mrg maine.gov/statutes/21-a/title2 1-AsecS505 html
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https://legislature.maine.gov/statutes/21-a/title21-Asec505.html
https://www.maine.gov/sos/archives/records-management/records-management-for-local-government-agencies/record-retention-schedules

Vital Records®

e Record, maintain, and issue certified copies of births, deaths, and marriages;
e Ensure compliance with state vital records laws and confidentiality requirements;

Public Access & Customer Service

Respond to public inquiries and requests for records;
Process Freedom of Access or public records requests;
Maintains a public information service and, in response to reasonable requests, furnishes
information and material concerning Town Government.
e Assist residents, businesses, and visitors;

Support to Governing Body

e Prepare meeting agendas and materials;
e Attend meetings and record official minutes;
e Assist with Town Meeting logistics and documentation;

Administrative & Compliance

Ensure compliance with state statutes, local ordinances, and municipal policies;
Maintain confidentiality of sensitive records;

Promptly respond to all phone and email correspondence;

Assist other staff, as needed

Knowledge, Skills, and Abilities

e Thorough knowledge of (or rapid ability to learn) municipal government operations and
applicable laws (willingness to learn), including but not limited to, the duties and responsibilities
of the Town Clerk.

e Thorough knowledge of modern office procedures, practices, and equipment; including

proficiency with office software and records management systems

General knowledge of bookkeeping, records maintenance and report preparation.

Strong organizational and record-keeping skills;

Attention to detail and accuracy;

Ability to communicate clearly with the public and officials;

Ability to handle confidential information with discretion;

Qualifications

An equivalent combination of education and experience will be considered;

Prior experience in local government or customer-facing clerical work is strongly desired;
municipal clerk or administrative experience preferred

Certification or willingness to obtain certification as required by state law

Ability to meet statutory requirements for appointment or election;

Must be a Notary Public or have the ability to obtain certification within 90 days of start date.

3 Maine Revised Statutes, “Title 22 §2702. Duties of municipal clerks”, accessed 01/11/26; https://legislature.maine.gov/statutes/22/title22sec2702.html
Municipal Clerk, v2026
2



https://legislature.maine.gov/statutes/22/title22sec2702.html

Working Conditions & Compensation

Part or Full-time

Occasional evening and extended hours during elections and town meetings;

May be combined with other municipal rolls such as Tax Collector, Registrar, Assistant, etc;
Otherwise, duties would also include tax-related service (BMV, sewer, tax payments).
Salary and benefits commensurate with experience; See Employee Benefits Policy.

Job descriptions and duties will be reviewed annually and are subject to change.

Disclaimers

e This job description is not intended to be all-inclusive and may be modified by the Select Board
to meet the needs of the municipality.

e The Town of Bingham considers applicants for all appointments without regard to race, color,
religion, sex, national origin, age, marital or veteran status, the presence of a non-job related
medical condition or handicap, or any other legally protected status
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