
Job Title: Principal Clerk  Hours per week   36            FLSA Status:  Non-Exempt 

   

Reports To: Treasurer/Tax Collector Department: Tax Collector Grade: 4 (Union) 

TOWN OF LUNENBURG 

PRINCIPAL CLERK 

 

Statement of Duties: 

Provides administrative, customer service and financial support services to the Tax Collector’s 

office. 

 

Supervision: 

Works under the direct supervision of the Tax Collector, in accordance with department rules, 

regulations, procedures and policies to complete assigned tasks. Unusual situations are 

reviewed with Tax Collector before proceeding. 

 

Job Environment: 

Performs work under busy office conditions with frequent interruptions from the public. 
 
Operates computer and related office equipment; operates calculator, fax, copier, and other 

standard office equipment. 

 

Has frequent contact with the general public, mortgage and title companies and lawyers, other 

Town departments, in person, by telephone, and/or in writing. 

 

Has access to department related confidential information. 

 

Workload is subject to seasonal fluctuations and administrative deadlines, including tax-billing 

cycles 

 

Errors could result in time loss, confusion and delay, failure to comply with regulations, poor 

public relations, monetary loss, and legal repercussions. 

 

Essential Functions: 
Essential functions or duties listed below 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. 



Assists with the collection of real estate, excise, personal property taxes and sewer payments, 

in person and by mail; receives, prepares and electronically processes payments. 

 

Responds to inquiries and provides assistance to the public, mortgage and title companies and 

lawyers; research and prepare documents; make necessary referrals and prepare Municipal 

Lien Certificates. 

 

Balances daily cash receipts; prepares bank deposits. 

 

Researches and prepares tax refunds; calculates interest owed for overvaluations of property. 

 

Performs a wide variety of administrative support functions, including copying, faxing, clerical 

work and account keeping. 

 

Performs other related duties as assigned. 

 

Recommended Minimum Qualifications 

 

Education and Experience: 

High School Diploma required. 2 years banking or customer service experience. Or a 

combination of education and experience. 

 

Knowledge, Ability and Skill: 

 

Knowledge: Considerable knowledge of office practices and procedures. Knowledge of cash 

handling procedures. Familiarity with the methods and procedures of municipal billing and 

collection. 

 

Ability: Ability to perform research and produce usable data and information.  Ability to 

communicate effectively, both verbally and in writing. Ability to explain tax laws and 

regulations to the public. Ability to establish and maintain harmonious relationships with 

others. Ability to work independently and meet required deadlines. Ability to maintain detailed 

records. 

 

Skill: Strong office skills. Extensive computer skills. Mathematical skills. Basic accounting skills. 

Strong organizational skills, interpersonal skills, communication skills. 

 



Physical Requirements: 

The physical demands described here 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. 

 

Minimal physical requirements generally required in performing duties under typical office 

conditions. May be required to stand for extended periods of time at counter. Ability to sit at a 

computer for long periods of time.  May occasionally be required to lift and carry light to heavy 

objects (25lbs). Vision and hearing at, or correctable to, normal ranges. Ability to sit, stand, 

walk, speak, and hear. Requires hand-eye coordination and finger dexterity. May be occasional 

stress, particularly when simultaneous or urgent needs are to be met. 

 

 

 

(This 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.) 

 
 

Approved: 

 

_____________________________   _____________________  

Department Head     date 

 

 

_____________________________   _____________________ 

Town Manager                 date 

 

 

 

 

 

 

 


