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Job Posting: Part-Time Licensing Coordinator / Assistant Town Clerk

The Town is seeking a detail-oriented, professional, and customer-focused individual to support business licensing, records management, public communications, and general municipal office operations.
Position Type: Part-time, with potential to become full-time based on operational needs, performance, and approved budget.
Position Summary
The Part-Time Licensing Coordinator / Assistant Town Clerk provides administrative, clerical, and customer service support for the Town’s licensing functions and assists the Town Clerk with records management, meeting preparation, public communications, and general municipal office operations. The ideal candidate is accurate, discreet, organized, and comfortable working with residents, business owners, elected officials, staff, and members of the public.
Essential Duties and Responsibilities
Business License Duties
· Receive, review, process, and maintain applications for new and renewed business licenses in accordance with Town ordinances and applicable procedures.
· Maintain accurate business license records, databases, files, and related correspondence.
· Assist business owners and applicants by explaining licensing requirements, application procedures, renewal deadlines, and required documentation.
· Calculate and collect business license fees, penalties, and related payments as directed; issue receipts and assist with payment records.
· Follow up with businesses regarding incomplete applications, delinquent renewals, missing information, or compliance questions.
· Prepare reports, lists, notices, and correspondence related to business license activity.
· Coordinate with the Town Clerk, code enforcement, finance, and other staff as needed regarding business license compliance and records.
· Maintain confidentiality and security of financial, business, and municipal records.
Assistant Town Clerk Duties
· Assist the Town Clerk with preparing, posting, and distributing meeting agendas, packets, minutes, notices, and related materials.
· Assist with maintaining official Town records, including ordinances, resolutions, minutes, contracts, correspondence, and public documents.
· Provide clerical support for Town Council meetings, public hearings, boards, commissions, and committees as assigned.
· Assist with responding to public inquiries, records requests, telephone calls, emails, and visitors in a courteous and timely manner as assigned.
· Prepare, proofread, scan, file, copy, and distribute documents, letters, forms, and reports as assigned.
· Assist with communication postings, and other public information duties as assigned.
· Support Town events, registrations, mailings, records retention, and administrative projects as needed.
· Serve as backup support for front office operations and other Town administrative functions during absences or peak workload periods.
Knowledge, Skills, and Abilities
· Knowledge of general office practices, records management, customer service, and basic accounting or payment-handling procedures.
· Ability to learn and apply Town ordinances, business license requirements, public records procedures, and municipal administrative practices.
· Strong organizational skills and attention to detail.
· Ability to communicate clearly and professionally in person, by phone, and in writing.
· Ability to handle confidential information with discretion.
· Proficiency with Microsoft Office, email, spreadsheets, databases, scanning equipment, and general office technology.
· Ability to manage multiple tasks, meet deadlines, and work independently with limited supervision.
Minimum Qualifications
· High school diploma or GED required; associate degree or coursework in business administration, public administration, accounting, records management, or a related field preferred.
· Prior administrative, clerical, customer service, municipal government, bookkeeping, permitting, or licensing experience preferred.
· Must be able to obtain and maintain any certifications, training, or credentials required by the Town.
· Notary Public certification is preferred or must be obtained. 
· Valid South Carolina driver’s license may be required.
Schedule and Compensation
This is a part-time position with the potential to become a full-time role based on the Town’s operational needs, employee performance, and approved budget. Specific workdays, hours, rate of pay, and eligibility for benefits will be determined by the Town.
Physical Requirements and Work Environment
Work is generally performed in an office environment. The employee is regularly required to sit, stand, walk, use a computer, communicate with the public, operate standard office equipment, and occasionally lift or move records, supplies, or materials. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
How to Apply
Applicants should submit:
· A completed Town of Reidville employment application
· A resume highlighting relevant experience
· Optional: cover letter
Applications may be submitted in person at Town Hall or emailed to cmckaba@reidvillesc.gov. Position open until filled. The Town of Reidville is an equal opportunity employer.
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