TOWN OF WISCASSET

MUNICIPAL TOWN CLERK

REGISTRAR of VOTERS

The Town of Wiscasset is in search for a Municipal Town Clerk. This is a full-time 35 hour per week union position. This position is the main customer service representative at the front counter serving the public with all requests and needs. The position is responsible for the administrative work of the office of the Town Clerk.  The job includes the understanding of ordinances and state laws applicable to the office of Town Clerk; the preparation and upkeep of municipal documents; supervision of elections; issuance of various licenses and permits; recording various documents and vital statistics; collecting and providing information on subject matter and the organization and supervision of assignments as directed by town officials.  The work involves a wide-range and daily interaction with the public requiring patience, resourcefulness, judgment, and a sound ability to work independently, with colleagues, committees and town officials. 
The municipality participates in the Maine Bureau of Motor Vehicles registration program. Therefore, the applicant must have sufficient knowledge and experience with various vehicle registrations, residency and license eligibilities, title and insurance details, issuing plates, collecting excise tax, and delivering monthly administrative applications to the Bureau of Motor Vehicles.  The Town Clerk acts as the agent for the Inland Fisheries and Wildlife Commission.
Requirements: Candidates should have a minimum of 3+ years of increasingly responsible experience in the position of a municipal town clerk. A competitive salary and comprehensive benefit package are offered.

To apply, please send a letter of interest, resume and proof of training. You must mail or hand-deliver your packet before 12 noon June 26th 2015. Resumes sent by email or fax will not be accepted.  Mail to: Town Manager “Town Clerk Position” 51 Bath Road, Wiscasset, Maine 04578. (207) 882-8200.  
The Town reserves the right to accept or reject any or all applications, and to select the applicant determined to be the most qualified in the best interest of the town. (EOE).   
