[image: A logo with a house and plants in a circle

AI-generated content may be incorrect.]POSITION: Deputy Clerk, Budgeted 0.10 FTE + Meeting Stipends
PURPOSE: To support the Clerk/Treasurer
EXPERIENCE: Maintaining paper and electronic records, writing and editing, public interaction, local government or political activity
SKILL: Microsoft Office/Teams



RESPONSIBILITIES:  
Support to Clerk/Treasurer and Resident Services:
· Cover the office, during Clerk/Treasurer’s vacation
· Prepare the annual Township newsletter, assist with mailings, and social media interaction
· Serve as ex officio notary public
Board and commission support:
· Attend all meetings, take notes, and write drafts of minutes
Support to permit processing:
· Assist with building permit applications, record them in the permit log, email them to the Building Inspector, and pass on large prints, as needed
· Assist in maintaining electronic and paper records of all building permits
· Prepare an invoice and receipt
Manage Elections:
· Prepare, publish, and post all election notices
· Serve as Clerk of Elections for all elections held at the Township Hall
· Work with the Head Election Judge to recruit, train, schedule, and oversee election judges
· Retrieve, deploy, secure, and return all electronic election equipment provided by Mille Lacs County

TRAINING OPPORTUNITIES:
Training for the position is available through the Minnesota Association of Townships (MAT). MAT provides an information library through its website, as well as online and in-person training seminars
Election training is conducted by the Mille Lacs County Auditor-Treasurer
If interested, please send a resume to clerk@princetontownshipmn.us.  01.22.2026 will be the final date that resumes will be accepted.  Anticipated start date would be 02.09.2026.
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