
The Borough of Highlands is accep�ng applica�ons for a PT Deputy Municipal Clerk. Du�es 

include, but not limited to, assis�ng the Borough Clerk and Registrar in maintaining the official 

records, processing OPRA requests, upda�ng website, assis�ng with local elec�ons, processing 

Borough license applica�ons, processing vital records applica�ons, answering residents’ inquiries, 

and other du�es as needed. A(endance at Council mee�ngs and extended hours on elec�on day. 

Providing �mely, high-quality customer service and ensuring customer sa�sfac�on is a key 

responsibility of this posi�on. Registered Municipal Clerk (RMC) and Cer�fied Municipal Registrar 

(CMR) strongly preferred or in the process of obtaining cer�fica�on. The ideal candidate will have 

the ability to take ownership of their posi�on; excep�onal communica�on/interpersonal and 

computer skills enabling them to collabora�vely work with the public and staff. Hourly wage $20 

per hour, up to 20 hours per week. No benefits but accrual of sick and vaca�on �me. Interested 

candidates should email a cover le(er, resume and at least three professional references to 

clerk@highlandsnj.gov. 


