
 

 

Town Clerk/Human Resources Officer  

 

The Town of Erwin is accepting applications for the position of Town Clerk. The Town Clerk is 

responsible for a number of statutory duties including: minute taking, creating electronic meeting 

packets, resolutions, updating ordinances, fulfilling public information requests and grant 

writing. Accountable for records management and oversees the appointment process of advisory 

boards. This position is responsible for overseeing the Human Resources office. This position 

does require additional evening hours to attend Board of Commissioner meetings and other 

advisory boards. Other duties as assigned. For more information please see the job description at 

http://www.erwin-nc.org. Hiring range $35,000-$45,000 based on level of education, experience 

and certifications. Excellent benefits package includes paid health insurance, dental, sick leave, 

vacation, holidays, 401(k), and NC Local Government Employees Retirement System. To apply 

for the job please visit the Town of Erwin website and download an employment application. 

The completed application can be submitted by email to the Town Manager Snow Bowden at 

townmanager@erwin-nc.org , by mail at PO Box 459 Erwin, NC 28339. A cover letter and 

resume can be included but will not be used in place of a completed employment application. 

The position is open until filled however, the first review of applications will start on July 20, 

2020 

 

Qualifications: 

 3-5 years of experience in local government (includes an internship) 

 Graduation from high school or GED equivalency  

 

Preferred Qualifications: 

 Graduation from an accredited college with preferred degree in public administration, 

business administration or a related field.  

 IIMC Municipal Clerk Certification designation   
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Town Clerk/Human Resources Officer  

 

General Statement of Duties 
 

Performs professional and administrative work providing the statutory responsibilities of Town 

Clerk; applying for and managing grants; planning, organizing, supervising and completing 

administrative duties for a variety of town departments. This position also serves as the Human 

Resources Officer duties include: assisting employees with benefits, enters new employees into 

our payroll system and other duties as assigned.  

 

Distinguishing Features of the Class  
 

An employee in this class performs the statutory Town Clerk duties, applies for and implements 

grants, and completes administrative work for town departments. Work involves considerable 

discretion and independent judgment. Work is performed in accordance with established town 

ordinances and NC General Statutes. Work is evaluated through analysis of program 

achievements and through periodic conferences and evaluations.  

 

Duties and Responsibilities 
 

Essential Duties and Tasks 

 Performs statutory Town Clerk responsibilities: serves as custodian of official town 

records, collaborates with staff to prepare electronic meeting packets and related 

materials, attends all board meetings, prepares board minutes, coordinates the 

advertisement of public hearings, special and emergency meetings and maintains annual 

meeting schedule for the Erwin Board of Commissioners’. 

 Keeps current records off all advisory boards and mayoral appointments for the town; 

manages annual nominating and appointment process for advisory boards.  

 Fulfills and coordinates all public information requests according to the NC General 

Statutes.  

 Provides administrative support to the Erwin Mayor and Board of Commissioners 

including correspondence, document production, file management, coordination of 

retreats, and related tasks. 

 Researches issues, proposes updates, and periodically review the town’s code of 

ordinances. 

 Handles contract management, develops, manages, and ensures the scope of contract 

services. 

 Works with all departments to organize electronic files.  

 Manages annual services agencies’ budget, communications, and reporting. 

 Coordinates and hosts groups visiting town hall. 

 Performs skilled clerical and administrative work for town departments. 

 Maintains and manages administrative files and records according to the NC Records 

and Retention Schedule adopted by the board of commissioners. 

 Utilizes personal computers, calculators, and other office equipment to perform work.  

 Administers comprehensive personnel management programs including recruitment and 

selection, employee relations, management and staff development, equal employment 



 

 

opportunity, classification and pay, performance review and merit pay, policy 

development, personnel records 

 Serves as Privacy Officer per HIPPA regulations; oversees the processing and 

maintenance of personnel records and files 

 Manages the City’s benefits, health, retirement, and safety program activities through 

contract administration and outside provider services; represents the City at meetings with 

third party administrators 

 Administers and implements the workers' compensation, risk management, safety, loss, 

wellness, and benefits programs 

 Writes and administers personnel policies and procedures; determines long-range and 

short-term program goals and objectives; identifies program mission and scope of services; 

develops, interprets, and enforces City-wide personnel policies and procedures 

 Reviews and approves all personnel actions; advises City Manager of inconsistencies in 

personnel practices or policy applications 

 Approves requests for internal salary adjustments for existing work force which deviates 

from established practices 

 Ensures City’s compliance with applicable federal, state and local statutes; advises City’s 

leadership on matters concerning human resources management and potential claims of 

discrimination; prepares summary reports for City Manager 

 Advises employees on personnel policies and programs; counsels employees with 

problems and concerns 

 Investigates allegations of sexual harassment, employment discrimination, and other 

policy violations 

 Prepares a variety of periodic and special reports; completes other special projects as 

required 

 Performs related tasks as required 

 

 

Recruitment and Selection Guidelines 
Knowledge, Skills, and Abilities  

 Through knowledge of North Carolina General Statutes and of local ordinances 

governing the statutory role of clerk. 

 Considerable skill in document production including word processing at the desired 

speed and accuracy and the accurate preparation of minutes. 

 Considerable ability to solve problems independently. 

 Considerable knowledge of computer skills and programs. 

 Ability to establish and maintain effective working relationships with the public, 

department heads, government officials, and other town employees. 

 Ability to research, write, coordinate and monitor grants; ability to interpret, explain, 

apply, and enforce a variety of rules and regulations regarding grant requirements. 

 Ability to communicate effectively both orally and in writing. 

 Ability to compile information based on general instructions; record information and 

balance figures.  

 Ability to maintain and organize records and documents, both paper and electronic. 

 Ability to perceive sentence and grammatical structure from audio equipment.  



 

 

 Ability to learn new computer software and programs. 

 Ability to work independently without close supervision and coordinate the work of 

others. 

 Comprehensive knowledge of applicable federal, state and local laws and regulations 

governing public personnel administration 

 Comprehensive knowledge of standard personnel programs in job classification, wage and 

salary structures and compensation administration, employee relations, staff development, 

recruitment and selection, and benefits administration 

 Ability to plan, organize, and manage multiple personnel management and benefit 

programs 

 Ability to plan and coordinate periodic and annual employee recognition programs 

 Comprehensive knowledge of accepted theories, practices, and principles associated with 

public personnel administration and human resource management 

 Thorough knowledge of equal employment opportunity and affirmative action regulations 

 Other duties as assigned.  

 

Physical Requirements 

 Must be able to physically perform the basic life operational functions of reaching, 

standing, fingering, grasping, feeling, talking, hearing, and repetitive motions.  

 Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or 

up to 10 pound of force frequently, and/or a negligible amount of force constantly to lift 

objects.  

 Must possess the visual acuity to prepare and analyze data and figures, operate a computer 

terminal and do extensive reading.  

 

Required Education and Experience 

 Graduation from high school or GED equivalency  

 3-5 years administrative experience working in a municipal or county government 

operation 

 

Desirable Education and Experience  

 IIMC Municipal Clerk Certification designation  

 Graduation with a bachelor’s degree in business, public administration, or related field 

preferred.  

 

Special Requirements 

 Ability to obtain IIMC Municipal Clerk certification (CMC) within two years of hire 

 Ability to obtain North Carolina Municipal Clerk Certification (NCCMC) within an 

agreeable time frame 

 Ability to obtain Notary Public  

 Valid North Carolina Driver’s License  

 

Classification 

 

NON-EXEMPT  



 

 

 

Disclaimer  

 

This classification specification has been designed to indicate the general nature and level of work 

performed by employees within this classification. It is not designed to contain or be interpreted as 

a comprehensive inventory of all duties, responsibilities, and qualifications required of employees 

to perform the job. The Town reserves the right to assign or otherwise modify the duties assigned 

to this classification.  

  

 

  


