[bookmark: _tlrsuw810zdu]Town Clerk Job Description
Town of Denton, Montana
[bookmark: _nzzj8hizmlr6]General Purpose
The Town Clerk serves as the chief administrative and financial officer for the Town of Denton, responsible for maintaining accurate financial records, overseeing municipal accounting functions, managing utility billing operations, and ensuring compliance with all applicable local, state, and federal regulations. This position works closely with the Mayor and Town Council to support effective governance and transparent financial management.
[bookmark: _s54bc1p8334f]Responsibilities
[bookmark: _kbzn629djjwt]Town Council Support
· Communicate official plans, policies, and procedures to town staff and the general public
· Provide responsive and professional customer service to residents
· Attend regular and special town council meetings
· Records proceedings, preparation of the minutes using proper legislative terminology, recording, indexing and filing public records
· Distributes information as requested
· Prepares and distributes agendas, materials, minutes and records of meetings
· Files ordinances and resolutions of the council and oversee the codification of ordinances into the municipal code
· Prepare and advertise meeting agendas, posted job opportunities, bids and other required postings, and legal notices.
· Administers issuance of municipal licenses
· Prepare reports for Council Meetings as directed
· Prepare surveys and other reports as directed
· Provide public records and information to citizens, civic groups, the media and other agencies as requested
· Assists in the preparation of ordinances and resolutions as directed
· Serves as custodian of official Town records and public documents; seals and attests by signature to ordinances, resolutions and contracts, easements, deeds, bonds or other documents requiring town certification; catalogs and files all town records.
[bookmark: _zdcmaq4dkwkg]Financial Management & Accounting
· Process monthly payroll, labor distributions, and all required payroll reports in a timely and accurate manner
· Make deposits and receipts on account, ensuring proper classification of all revenue
· Manage water utility billing, including statements, account updates, and customer inquiries
· Maintain accurate customer and financial records
· Oversee subsidiary SID (Special Improvement District) accounts
· Process all claims ensuring proper classification of all expenditures.
· Reconcile cash accounts to the bank statements on a monthly basis. 
· Prepare and post journal entries; balance and close general ledger accounts, including revenue and expense accounts
· Maintain depreciation schedules and accurate fixed asset records
· Produce monthly and periodic financial reports
· Conduct periodic financial analyses and studies to support town operations
· Maintain organized and accurate financial and customer records in compliance with regulatory requirements
· Complete and submit quarterly and annual filings for federal, state, unemployment, and workers’ compensation requirements
· Ensure compliance with all applicable laws, regulations, and reporting standards
· Assist Mayor in the preparation of the annual budget 
· Assist Mayor with presenting the proposed budget to the Town Council
· Submit the approved budget to the State of Montana Local Government Services Bureau
· Prepare and submit the Town’s Annual Financial Report (AFR)
Other Duties as Assigned
[bookmark: _lqhzge7y3q7k]Peripheral Duties

· Attend seminars and workshops related to Town Clerks’ duties and responsibilities as directed
· Make reservations and travel arrangements for meetings, seminars, and conventions as directed
· Accepts claims for damages and other legal papers served on the Town
· Must be willing to accept other tasks as assigned by the Mayor
[bookmark: _5y96laextr8s]Education, Experience, and Skills
[bookmark: _bbez3u5fbs6i]Required Education & Experience
· Bachelor’s degree in accounting, finance, business administration, or a closely related field is preferred
· Minimum of one (1) year of experience in accounting, finance, or a related field
· Working knowledge of modern governmental accounting theory, principles, and practices preferred
[bookmark: _ovc4t553qejz]Skills & Abilities
· Proficiency with personal computers, including spreadsheet and word processing software
· Experience with or ability to learn centralized financial/accounting systems
· Skill in operating standard office equipment including telephone systems, 10-key calculator, and copy machines
· Strong organizational skills with high attention to detail and accuracy
· Ability to manage multiple responsibilities and meet deadlines
[bookmark: _3g8jbqx56kw9]Interpersonal & Work Style Expectations
· Ability to effectively interact with the public, government agencies, and coworkers in a professional manner
· Strong written and verbal communication skills
· Self-motivated with the ability to work independently as well as collaboratively within a team environment
· Commitment to maintaining confidentiality and professionalism in all aspects of the role
[bookmark: _bu7r7z2rnnh]Working Relationships
· Reports to the Mayor
· Works closely with Town Council, town staff, state agencies, and the public
[bookmark: _vdymcpy6n2qn][bookmark: _iffsmmboasql]Physical Demands
· Required to frequently sit and talk or hear.
· Occasionally required to walk; use hands to finger, handle, or feel objects, tools or controls; and reach with hands and arms
· Lift and/or move up to 25 lbs
· Specific vision abilities required including close vision and ability to adjust focus
· The physical demands described are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
[bookmark: _7qg5i3ig4tki]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.

[bookmark: _un1l1cnojvuk]Selection Guidelines
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. The position will have a one year probationary period and an annual review with the mayor.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The 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 requirements of the job change.

