
Grand Lake Township 
Job Description – Town Clerk  

 

 
Job Title:   Town Clerk  
Reports To:   Town Board  
Description:   To keep Township’s Office administrative and financial record of its proceedings  
 
Tasks: 

• Uphold the Legal Duties of the Clerk as outlined in Minnesota Statute §367.11 
 

(1) To act as clerk of the town board and keep in the clerk's office a true record of all of its proceedings; 

(2) unless otherwise provided by law, to have custody of the records, books, and papers of the town and 

file and safely keep all papers required by law to be filed in the clerk's office; 
(3) To record minutes of the proceedings of every town meeting in the book of town records and enter in 

them at length every order or direction and all rules and regulations made by the town meeting; 
(4) To file and preserve all accounts audited by the town board or allowed at a town meeting and enter a 

statement of them in the book of records; 
(5) To record every request for a special vote or special town meeting and properly post the requisite 

notices of them; 

(6) To post, as required by law, fair copies of all bylaws made by the town, and make a signed entry in 
the town records, of the time when and the places where they were posted and record in full all 

ordinances passed by the town board in an ordinance book; 
(7) To furnish to the annual meeting of the town board of audit every statement from the county treasurer 

of money paid to the town treasurer, and all other information about fiscal affairs of the town in the 

clerk's possession, and all accounts, claims, and demands against the town filed with the clerk; and 
(8) To perform any other duties required by law. 

 

• Regular Tasks Includes, but not limited to: 
o Upkeep of Town Office, Records and Finances  
o Meetings Minutes 
o Posting Meetings 
o Correspondence 

▪ First point of contact, Mail, E-Mail, Phone calls 
o Financial:  

▪ Township: Bookkeeping, Payroll, monthly and annual reporting 
▪ Sewer District: Bookkeeping & Invoicing  

o Grant Submittals  
o Resolution & Ordinances 
o Assessment Reports 
o Election Administrator – for local, state & federal  
o Other: 

▪ Website, Calendar, Comm. Ctr. Key codes 
 
Skills: 

• Able to work independently, Administrative, Bookkeeping, Correspondence  
• Computer   

o QuickBooks, MS Office (Word, Excel, Publisher) 
• Friendly, works well with others, approachable  

 
Hours:  

• 60-80 hrs./month, varies  
 
Pay: To be determined based on qualifications 
 

-All other duties as reasonably assigned 
-Subject to change at will 


