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TOWN OF WINCHESTER – CITY OF WINSTED

Town Hall – 338 Main Street

WINSTED, CONNECTICUT 06098

JOB DESCRIPTION
Job Title:

Board Clerk
Department:  

Town Manager’s Office
Reports to:  

Terry Hall, Executive Assistant



Other Departments as Assigned

Prepared by:

Joshua Steele Kelly, Town Manager

Last Amended:
February 7, 2023
FLSA Status:

Non-Exempt
GENERAL PURPOSE
The Board Clerks are responsible for creating, compiling, and issuing meeting minutes for Town boards and commissions as assigned.
EXAMPLES OF DUTIES AND RESPONSIBILITIES
· Creates, compiles, and issues high-quality, uniform, professional-grade meeting minutes for Town boards and commissions as assigned.
· Maintains files and filing systems for draft and final meeting minutes.
· Attends meetings and trainings as required.
· Issues a final draft of a given meeting’s minutes within the timeline required by the Freedom of Information Act; submits a copy of such minutes to the Town Clerk’s Office, the board or commission chair, and the board or commission staff liaison upon completion of said minutes.
· Makes routine reports of activities to the staff liaison of assigned boards and commissions and to the Town Manager’s Office.
QUALIFICATIONS
Education and Experience

· A high school diploma or GED equivalent field with past experience authoring meeting minutes; or
· Any combination of education & experience that provides equivalent knowledge, skills, and abilities.

Necessary Knowledge, Skills, and Abilities

· Knowledge of the operations and regulations of municipal government in Connecticut.

· Knowledge of the Connecticut Freedom of Information Act.

· Knowledge of the subjects discussed at the assigned board and commission meetings.

· Ability to type an average of at least 50 words per minute.

· Ability to use computers and requisite word processing softwares, such as Microsoft Word and Google Docs.

· Ability to format documents in a uniform manner and produce minutes that are consistent in content and appearance; ability to publish minutes as a Word document or as a PDF and transmit those documents over the internet.

· Ability to issue minutes in a timely manner, as prescribed by law.

· Ability to effectively communicate orally and in writing; ability to follow oral and written instructions.
· Ability to maintain effective working relationships with Town employees and the general public.

Special Requirements

· Must be able to successfully complete a reference check/background investigation.
TOOLS AND EQUIPMENT USED
Computer.
PHYSICAL DEMANDS AND WORK ENVIRONMENT
Must be able to sit at a desk or table for extended periods of time. The employee may be required to push, pull, lift, and or carry objects weighing up to 10 pounds. While performing the duties of this job, employee is frequently required to communicate with others in-person and via email. Must be able to enter information accurately into the computer and maintain records. Required vision abilities include close vision, distance vision, peripheral vision, depth perception, and the ability to adjust focus in order to inspect documents, read instructions, and verify data. Required to attend meetings in-person at town offices and travel to that location under possible adverse weather conditions. 
DISCLAIMER
The above description is illustrative of tasks and abilities. It is not meant to be all-inclusive of every task or responsibility. The description does not constitute an employment agreement between the Town of Winchester and the employee and is subject to change as the needs of the Town and requirements of the job change. Employees are governed by the Town’s Personnel Policies and their contracts.
The Town of Winchester is an equal opportunity provider, employer, and lender.
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