
Position Available Apply within
Village of Canaseraga, 10 Main Street Canaseraga, NY 14822 
Phone: (607)545-8963               Email: vcanaseraga@outlook.com 
Deputy Clerk & Deputy Registrar position   15 hrs. per week @ $16.00 an hour
Duties & Responsibilities including but not limited to:
Fill in for the Clerk when she is not available
Answer phone calls (handle complaints, receive requests for information)
Clean hall (sweep, mop, clean bathrooms, etc.)
Collect mail at post office
Handle correspondence for the Mayor
Handle all other correspondence
Handle emails (answer, purge, file)
Monthly bills (prepare vouchers, prepare abstracts)
Board Meetings (prepare agendas, take minutes, prepare minutes)
Filing (file & retrieve documents, follow state schedule for record retention)
Water & Sewer billing (help with processing, calculate late fees, accept payments)
Village Taxes (accept payments, calculating penalties)
Deputy Registrar (accept death certificates and prepare certified copies)
Handicap Parking Tags (complete application, issue tag, order supplies)
Public Notices (prepare, post up town, notify paper as needed, text.gov as needed)
