
Town of Chesterville 
Job Posting    -    TOWN CLERK & TAX COLLECTOR 
─ 
 
Nature of Work: 
The Town of Chesterville is seeking an Employee to fill both the positions of Town Clerk and Tax Collector.  

The Employee is responsible for the preparation and maintenance of official documents; Licenses, Permits and 

Reports. Supervises Elections. As Tax Collector, this position is responsible for the collection of Real Estate 

Taxes, related duties and performing the lien process on unpaid taxes.  This position will also require the 

employee to become eligible as a Motor Vehicle Agent through the Maine Bureau of Motor Vehicles.  Work is 

to be performed in a professional manner and must be in compliance with Town Ordinances, and State and 

Federal laws. Must be able to perform with a high degree of accuracy and independence. Must be able to be 

bonded. 

 

Requirements of Position: 
**Thorough knowledge and understanding of Maine State statutes relating to the duties and responsibilities of 

Town Clerks and Tax Collectors.  Ability to rapidly acquire and assimilate knowledge of the provisions of the 

Town Ordinances, and State of Maine regulations relating to the operation of Town government, and ability to 

communicate this to office staff and the public.  

**  Ability to maintain accurate and timely records and prepare reports.  

**  Thorough knowledge of modern office procedures, practices and equipment. Proficiency in using computer 

systems to conduct business and maintain records. 

** Ability to establish and maintain effective professional working relationships with other Town officials, 

employees and the general public. 

 

Training and Experience Required:  
High school graduation and experience in the maintenance and preparation of official records, 

supplemented by courses in business education, accounting, office procedures; or any equivalent 

combination of experience and training. Experience in Municipal government and knowledge of TRIO 

software system a definite plus.    

 

Hours & Pay:  
The selected candidate would begin training immediately and would assume the full position once able to 

meet required state standards.   Will train the right person and all trainings will be provided toward the 

certifications needed for this position. Hourly pay begins in the range of $18. hr and is negotiable depending 

upon experience and certifications. Benefits includes sick time and vacation time.  To apply, please submit 

letter of interest and your resume directly to the Town Office, or mail to 409 Dutch Gap Road, Chesterville, 

ME 04938, or email to: townofchesterville@myfairpoint.net. 

 

Only those candidates selected for an interview will be contacted and three (3) professional letters of reference 

will be requested of those interviewed. 

Chesterville is an Equal Opportunity Employer 
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