
FULL-TIME DEPUTY TOWN CLERK  - Town of Victor 

 

 SALARY:                       $24.19/hour, with benefits  
 HOURS:                       Monday through Friday, 8:00 AM-4:30 PM, 40 hours/week 

 
 
SUGGESTED MINIMUM QUALIFICATIONS: (a) GraduaƟon from a regionally accredited or New 
York State registered college or university with an Associates Degree AND one year of full-Ɵme 
paid (or the equivalent part-Ɵme and/or volunteer) office clerical experience; OR  

(b) GraduaƟon from high school (or possession of a high school equivalency diploma AND three 
years of office clerical experience, preferably at least one year being in a municipal office 
working with the public and dealing with cash transacƟons. 

 (c) Any combinaƟon of training and experience equal to or greater than that described in (a) 
and (b) above.  

 

SPECIAL REQUIREMENTS:  

Preference may be given to residents of the municipality.  

Will be required by the Town to obtain and maintain Notary Public license. 

 Ability to take and subscribe to the ConsƟtuƟonal Oath of Office and file in appointed 
municipality before assuming duƟes.  

 

DISTINGUISHING FEATURES OF THE CLASS:  

This is a responsible clerical posiƟon that assists the Town Clerk in carrying out the 
administraƟve duƟes and responsibiliƟes of the office, including those related to Town & County 
tax collecƟon. PosiƟon is appointed by the Town Clerk and raƟfied by the Town Board. Work is 
performed under the general supervision of the Town Clerk, permiƫng leeway for the exercise 
of independent judgment when carrying out the details of the work. This exempt class posiƟon 
serves at the pleasure of the Town Clerk. The incumbent will perform all related duƟes as 
required.  

 

TYPICAL WORK ACTIVITIES:  
• Answer various inquiries from Town residents and other municipal offices.  



• Issue marriage, dog, and conservaƟon licenses, and handicap parking permits and other 
related documents and transcripts.  

• Receive incoming mail and packages, and distribute.  
• Assist with mailings, typing and copying.  
• Assist with preparaƟon of vouchers and abstract for monthly payment.  
• Collect informaƟon and compile reports and documentaƟon.  
• Collect permit fees and other miscellaneous fees and charges payable to the Town and 

prepare deposits.  
• Collect water and sewer billings and prepare deposits.  
• Assist with Town Board meeƟngs, as needed. 
• Assist with dog enumeraƟon.  
• AƩend Town Board meeƟngs in the absence of the Town Clerk and prepare necessary 

minutes. 
•  Assist in mailing, collecƟon and reconciliaƟon of Town and County tax bills.  
•  Perform search of tax records and provide informaƟon upon request.  
•  Assume all duƟes and responsibiliƟes, under law, of the Town Clerk/Receiver of Taxes in 

her absence.  
•  Assist Town Clerk with records management.  
• Provide Notary Services to the public.  
•  Assist in the assembly of informaƟon related to Freedom of InformaƟon Law  (FOIL) 

requests 
•  Maintain office equipment in common area including shared copier and postage 

machine.  
•  Order supplies for common area.  
•  Maintain calendar for conference rooms per Building Use Policy.  
•  Perform other duƟes as assigned. 

 

KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  
• Knowledge of accounƟng pracƟces.  
• Good knowledge of office terminology and procedures.  
• Good knowledge of business arithmeƟc and English.  
• Ability to understand and carry out oral and wriƩen instrucƟons.  
• Ability to compose reports and maintain records.  
• Ability to deal tacƞully and courteously with residents, boards, commiƩees, and other 
agencies.  
• Ability to maintain confidenƟality when necessary.  
• Ability to obtain a Notary Public license.  
• Working knowledge of MicrosoŌ Office (Word, Excel, Powerpoint)  



• Possession of integrity and honesty.  
• The employee's physical and mental condiƟon shall be commensurate with the 
demands of the posiƟon.  
• Knowledge of municipal government desirable. 
 

All applicants must apply on the Ontario County Human Resources website at 
https://ontario-portal.mycivilservice.com/jobopps 

 

All applicaƟons must be received no later than Thursday, September 3, 2026. 


