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CLERK’S ASSISTANT / PUBLIC INFORMATION COORDINATOR 
 
 
Basic Function:  Perform a variety of administrative duties and support functions.  Assist the elected 
Township Clerk and the Deputy Clerk with clerk and election functions. Assist with communication support 
including social media and website.  Assist with general administrative and office support.  Perform related 
work as required. 
 
Supervision Received:  Work is performed under the direction and supervision of the Deputy Clerk. 
 
Responsibilities and Duties: An employee in this position may be called upon to do any or all of the 
following: (Employee may be expected to perform additional tasks as required). 
 
1. Assist the Clerk & Deputy Clerk with public communication, and general administrative functions 

and office support. 
a. Develop content for posting on social media outlets, track and report use of social media.  
b. Gather and process information for website. 
c. Process FOIA requests 
d. Assist with preparation and maintenance of various documents, records, and reports. 
e. Assist with issuance of cemetery rights of burial and maintenance of cemetery records. 
f. Perform responsible administrative support work, including data entry, composition of 

letters, spreadsheets and reports, maintenance of files, assisting with projects, etc. 
 
2. Assist the Township Clerk and Deputy Clerk with administration of election functions. 

a. Assist with voter precinct operations. 
b. Update election computers and materials. 
c. Assist with voter registration functions, records, and tasks. 
d. Assist with absentee ballot applications and AV ballot processing. 

 
3. Perform related work as required. 
 
Desirable Qualifications for Employment: An employee in this class, upon appointment, should have the 
equivalent of the following knowledge, training and experience. 
 
1. This job requires knowledge normally acquired through the completion of an Associate’s Degree in 

business or related field, supplemented by additional training and/or work experience in customer 
service, with social media platforms and computer operations, in administrative support, and in office 
operations. 
 

2. Three years of experience in administrative support and customer service; such experience in support 
of clerk and/or election operations, background in communications and website management also 
desirable.  
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3. Interpersonal skills necessary to effectively communicate with other employees, public officials and 
the general public.  Ability to communicate and present ideas effectively, both orally and in writing.  
Ability to compose/create letters, reports and spreadsheets. 

 
4. Ability to organize, prioritize and carry out administrative support duties and functions accurately and 

efficiently; ability to analyze, organize and maintain information, records and files. 
 

5. Proficiency in use of desktop computer applications, including Microsoft Word, Excel, Outlook and 
Power Point applications; functional knowledge and proficiency with other standard office 
equipment, including telephone, calculator, copier, etc. 
 
 

6. Ability to establish cooperative and effective working relationships and use good judgment, initiative, 
and resourcefulness when dealing with other employees, the general public, other government 
agencies and outside businesses. 
 

7. Ability to work effectively under the pressures of meeting deadlines, working on multiple tasks and 
projects, giving high attention to detail, setting work priorities, monitoring work outcomes, etc. 
 

8. Physical ability to frequently sit in one position and use computer keyboard, phone, calculator, and 
perform related desktop work activities for extended periods of time; occasionally lift/push/carry 
items weighing up to 20 pounds; talk, hear, see, walk, stand. 
 

Working Conditions: 
 
1. Normal office environment with little discomfort due to dirt, dust, noise and the like. 
 
2. Some flexibility of hours in the work week may be necessary.  Extended working hours may be 

periodically needed to meet deadlines and workload requirements. 
 


