DISTRICT CLERK
DUTIES AND RESPONSIBILITIES

Nature of Work
The individual elected to this position primarily is responsible for all administrative work and activities of the District. 
Work responsibilities include the preparation and maintenance of all district records and other official municipal documents, supervision of elections within the district, issuance of various licenses and permits, recording various documents and vital statistics, performance of all duties and exercise of all powers incumbent upon or vest in district clerks by state statue. Work involves public contact in collecting various types of information and in maintaining official files for the district and providing information in accordance with public records requests. Work is performed in accordance with the Special Act, ordinances, and general law, and requires initiative, judgment, and ability to work effectively and independently with the public and other officials.
Examples of Work
Attends district meetings; prepares agenda, order, and minutes of the proceedings; and maintains indexes of and preserves all permanent district records.

Certifies copies of all district records.

Plans and supervises the conduct of elections; prepares ballot box and ballots; instructs election officials as to election laws and procedures; issues absentee proxies; processes all election and warrant article votes and reports, supervises proprietor registration and all proxy registration functions.

Validates official documents; oversees posting of official notices, ordinances, and advertisements; records papers with the federal and state governments as needed; swears in municipal officials as necessary.

Supervises the issuance of, or issues, various licenses and registrations and maintains all records in relation thereto.

Acts as the custodian of the official District seal.

Maintains a list of district proprietors as generated by the Town of Becket’s assessor’s office and keeps track of all properties which have been excluded from the district.

Maintains records of proprietors who Opt-Out of or Opt-In to the District to include copies of the easement records recorded at the Middle District.

Maintains records of all boat/watercraft registrations.  

Maintains a public information service and, in response to reasonable requests, furnishes information and material concerning the District.

Maintains records of adopted bylaws, resignations, appointments, petitions, publications, budgets, election results, and district meeting minutes and financial statements.

Accounts for all public monies received by the Clerk in such manner as the Treasurer may prescribe.

Performs all duties and exercises all powers incumbent upon or invested in District clerks by state law.

Acts as clerk for all sub-committee meetings.

Sets up and maintains a records retention and destruction system. Is responsible for maintenance, disposition, and preservation of municipal archival records and materials.

Custodian of the district’s bylaws. Updates and publishes By-Laws booklet as necessary.

Certifies all notes for borrowing.

Requirements of Work

Thorough knowledge and understanding of the District and state statutes relating to the duties and responsibilities of district clerks.

Thorough knowledge of modern office procedures, practices and equipment.

Ability to rapidly acquire and assimilate knowledge of the provisions of the District by-laws, ordinances, and state regulations relating to operation of the office and district government and ability to communicate same to other district officials and the public.

Knowledge of bookkeeping.

Ability to establish and maintain effective working relationship with other District officials, employees and the general public.

Proficiency in the use of a computer, associated software, and other peripheral devices.

Ability to organize and maintain records and prepare reports.

Desirable Experience and Training

The individual should have experience in clerical work of a responsible nature including experience with public contact; be at least a high school graduated and have supplemental courses in accounting, business education, office procedures, and computers. Should be a certified District/Town Clerk or capable of being certified.

