
§ 22-21.    Appointment. 

The Deputy Municipal Clerk shall be appointed by the Mayor with the advice and consent of the 
governing body. 
  
  
§ 22-22.   Powers and duties. 
                 [Amended 12-12-2012 by Ord. No. 12-05-699] 

The Deputy Municipal Clerk shall serve during the absence, disability or disqualification of the 
Municipal Clerk and shall have all the powers of the Municipal Clerk and shall perform the 
functions and duties of such office when so required and shall have such other powers, duties and 
functions as may be delegated by the Mayor and Council or by the Municipal Clerk. The Deputy 
Municipal Clerk shall serve as the Deputy Registrar of Vital Statistics. 
  
  
§ 22-23.   Qualifications. 
                 [Amended 12-12-2012 by Ord. No. 12-05-699] 

No person shall be appointed as Deputy Municipal Clerk unless such person has received a 
certificate showing satisfactory completion of that program of studies entitled, "Introduction to the 
Duties of the Municipal Clerk" and either satisfactory completion of "Advanced Duties of the 
Municipal Clerk" or have two (2) years work experience in the Municipal Clerk's Office. 
 

  



Pine Beach Borough, NJ 

Seeking qualified candidates for the position of Deputy Municipal Clerk. Salary will be 

commensurate with abilities.  

DUTIES: Contact the Borough Hall to receive a copy of the job duties. 

EXPERIENCE:  

Two (2) years of clerical experience involving responsibility for maintaining records of business 

transactions and office activities requiring a knowledge of office systems and procedures.   

Applicants must present proof of certifications. 

CERTIFICATIONS:   Applicants should present proof of completion of the following courses  

offered through Rutgers, The State University or similar courses  offered  at  a college or 

university certified by the Department of Higher Education: Introduction of the Duties of the 

Municipal  Clerk, Advanced Duties of the Municipal  Clerk,  Local Election  Administration,  

Information  and  Records  Management, Municipal Finance   Administration for Municipal 

Clerks. An appointee who has not completed the courses must do so within two (2) years of 

appointment.  

Appointees must obtain a Certified Municipal Registrar (CMR) certificate issued by the 

Department of Health and Senior Services within six (6) months of appointment. 

Appointees will be required to possess and maintain a driver's license valid in New Jersey. 

  



Duties specific to the Deputy Municipal Clerk from initiation through resolution: 

1. Be courteous and helpful as a Borough Employee. 

2. Assist to the best of your ability, then escalate unknown resolutions. 

3. Record and edit the minutes of meetings and distribute to appropriate officials or staff 

members. 

4. Record information from meetings or other formal proceedings. 

5. Distribute materials to employees or customers. 

6. Issue public notification of all official activities or meetings. 

7. Prepare documentation for contracts, transactions, or regulatory compliance. 

8. Record and maintain all vital and fiscal records and accounts. 

9. Maintain financial or account records. 

10. Prepare meeting agendas or packets of related information. 

11. Prepare informational or reference materials. 

12. Participate in the administration of municipal elections, such as preparation or 

distribution of ballots, appointment or training of election officers, or tabulation or 

certification of results. 

13. Coordinate operational activities for all departments and functions within the Borough. 

14. Prepare ordinances, resolutions, or proclamations so that they can be executed, 

recorded, archived, or distributed. 

15. Maintain and update documents, such as municipal codes or city charters. 

16. Plan and direct the maintenance, filing, safekeeping, and computerization of all 

municipal documents. 

17. Manage clerical or administrative activities. 

18. Perform budgeting duties, such as assisting in budget preparation, expenditure review, 

or budget administration. 

19. Assist in analyzing financial information. 

20. Perform general office duties, such as taking or transcribing dictation, typing or 

proofreading correspondence, distributing or filing official forms, or scheduling 

appointments. 

21. Proofread documents, records, or other files to ensure accuracy. 

22. Schedule appointments. 

23. Issue documentation or identification to customers or employees. 

24. Provide assistance to persons with disabilities in reaching less accessible areas of 

municipal facilities. 

25. Process claims against the municipality, maintaining files and log of claims, and 

coordinate claim response and handling with municipal claims administrators. 

26. Maintain operational records. 

27. Coordinate operational activities. 

28. Respond to requests for information from the public, other municipalities, state officials, 

or state and federal legislative offices. 



29. Coordinate or maintain office tracking systems for correspondence or follow-up actions. 

30. Issue various permits and licenses, such as marriage, fishing, hunting, or dog licenses, 

and collect appropriate fees. 

31. Issue documentation or identification to customers or employees. 

32. Collect deposits, payments or fees. 

33. Research information in the municipal archives upon request of public officials or 

private citizens. 

34. Search files, databases or reference materials to obtain needed information. 

35. Perform contract administration duties, assisting with bid openings or the awarding of 

contracts. 

36. Collaborate with other staff to assist in the development and implementation of goals, 

objectives, policies, or priorities. 

37. Confer with coworkers to coordinate work activities. 

38. Serve as a notary of the public. 

39. Provide assistance with events, such as police department auctions of abandoned 

automobiles, building department, zoning department, sales, ordinance, off hour 

meetings, land use, alliance, environmental and other responsibilities as they arise. 

40. Prepare reports on civic needs. 

41. Prepare research or technical reports. 

42. Represent municipalities at community events or serve as liaisons on community 

committees. 

43. Confidentiality 

Skills: 

• Ability to use a personal computer including: email, Microsoft Office Suite (word, excel, 

power point) and other productivity tools as necessary. 

• Familiar with social media; facebook, twitter, messaging and chats. 

• Ability to learn to manage the Pine Beach WebSite, use Nixle, Court and Council 

Recording equipment, multi-line phone system. 

• Ability to organize, see opportunities for automation and organization and execute. 

 

 


