
TOWN CLERK/FINANCE OFFICER

General Statement of Duties

Performs a variety of administrative and financial duties in the office of town hall and maintains 
the official records of the town.  This position oversees the Town’s financial management 
operations and must exercise considerable independent judgement and initiative in planning and 
directing the fiscal control system.  Work is performed in accordance with established municipal 
financial procedures, local ordinances and North Carolina General Statutes, including the Local 
Government Budget and Fiscal Control Act.

Duties and Responsibilities

Plans, organizes, and manages Town financial operations, including disbursement and 
accounting of municipal funds, billing and preparation of monthly, quarterly and annual reports.  
Including, but not limited to, payroll and personal records, general ledgers, and supporting 
documents.

Prepares annual budget and monitors compliance.

Assists the auditors during the annual audit of Town financial records.

Submits to the Board monthly financial statements.

Recommends for approval budget amendments and transfers.

Maintains book of Ordinances and notifies department heads of any changes.

Prepares agenda and legal notices for Board of Commissioner meetings.  Attends meetings and 
records, prepare and indexes minutes.  Maintain all related files.

Informs Town officials of meetings and special events.  Prepares and types correspondence for 
Mayor and Board members.

Prepares legal notices; prepares advertisements of employment opportunities; maintains 
affidavits of publication of all Town advertisements.

Keeps deeds, contracts, titles to vehicles, and inventory of insured equipment; signs all Town 
checks and maintains audit reports.

Prepares various reports for grants and other requirements.

Supervises clerical work and reception of visitors and telephone calls.



Receives visitors and telephone calls; responsible for routine Town matters or refers them to the 
appropriate department head.

Performs related work as assigned.

Knowledge, Skills, and Abilities

Considerable knowledge of North Carolina General Statutes and of local ordinances, including 
but not limited to, those governing municipal financial practices and procedures and open 
meetings laws.

Considerable knowledge of the principles and practices of public finance administration, 
including principles and practices of municipal accounting.

Considerable knowledge of the principles and practices of automated systems and their use in a 
municipal environment.

Intermediate or advanced knowledge of Microsoft Word and Excel software.

Ability to establish and maintain effective working relationships with the public, department 
management, elected officials, state officials and other Town employees. 

Accuracy and thorough in the analysis and preparation of official records and reports, including 
financial.

Desirable Education and Experience

Prefers associate’s degree or higher with coursework in finance and accounting from an 
accredited college, training/certification in local government finance from the NC Local 
Government Commission, UNC School of Government, Government Finance Officers 
Association (GFOA), NC Local Government Budget Association (NCLGBA), experience in 
municipal or county government finance.

NC School of Government Clerk Certification.

Salary based on experience and qualifications.  Excellent benefits package.  Applicant must pass 
a comprehensive background check and be bondable.


