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Employment Opportunity - Deputy Clerk

Location: 20 Pond Rd, Cuba, NM 87013

Employment Type: Full-Time

Salary Range: $50,000-$55,000 (Based on proven experience, education and approved
municipal budget)

Application Deadline: Open Until Filled

Position Overview

The Village of Cuba is seeking a responsible and highly organized professional to serve as
Deputy Clerk, providing administrative and operational support to the Municipal
Clerk/Treasurer and Mayor. This position assists with municipal governance functions,
financial documentation, procurement compliance, records management, and public
transparency requirements while supporting daily operations the of Village administration
and Village Council activities.

The ideal candidate will demonstrate initiative, strong attention to detail, and the ability to
work both independently and collaboratively. Responsibilities include maintaining
accurate records, supporting procurement and financial documentation, coordinating
administrative processes, and helping ensure municipal operations remain efficient and
compliant with applicable laws and regulations. The Deputy Clerk may act in the absence
of the Clerk/Treasurer when authorized by the Mayor. Performance in this role is evaluated
regularly to ensure accountability, reliability, and effective service to the community.

Key Responsibilities but not limited to:

e Assist with preparation of Village Council agendas, meeting packets, and meeting
minutes while maintaining official municipal records including ordinances,
resolutions, and contracts.

e Support compliance with the New Mexico Open Meetings Act and assist with public
records requests in accordance with the Inspection of Public Records Act.
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e Assist with procurement processes, including issuing and tracking purchase orders
and maintaining documentation in accordance with the New Mexico Procurement
Code.

e Support financial administration tasks including deposit preparation, accounts
payable documentation, payroll verification, and audit preparation.

e Assist with personnel administration including employee onboarding, personnel
records management, benefits coordination, and tracking employee certifications
and training.

e Provide general administrative support including answering phones, customer
service, records management, correspondence, and coordination with municipal
staff to ensure continuity of operations.

e Cross-train with other administrative staff to ensure continuity of essential
municipal operations.

Perform all other duties and training as assigned Clerk/Treasurer or Mayor.

Qualifications
Education
e High school diploma or GED required.

e Associate’s or Bachelor’s degree in Public Administration, Business Administration,
Accounting, or a related field preferred.

e New Mexico Municipal League Clerk Certification preferred or ability to obtain within
a timeframe established by the Village.

Experience

e Experience in municipal government, public administration, accounting, payroll,
procurement, or administrative operations preferred.
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Experience with financial software, payroll systems, and document management
systems is desirable.

Certification Requirement

Must obtain Certified Procurement Officer (CPO) certification within 12 months of
hire and maintain certification through continuing education.

Knowledge, Skills & Abilities

Knowledge of municipal administrative practices and internal controls.
Understanding of the New Mexico Procurement Code is preferred.

Strong organizational and recordkeeping skills.

Ability to maintain confidentiality and exercise sound judgment.

Strong written and verbal communication skills.

Proficiency with Microsoft Office and administrative or financial software.

Ability to manage multiple responsibilities and deadlines in a high-accountability
environment.

Additional Information
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Position operates primarily in an office-based work environment.
Cross-training is expected to ensure continuity of essential municipal operations.

The Village maintains separation-of-duties financial controls to safeguard public
funds and ensure compliance with State Auditor and Department of Finance and
Administration requirements.

Employment is contingent upon successful completion of a background check and
verification of qualifications, certifications, and employment history.

This position is subject to a probationary period in accordance with Village
personnel policies.
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e Employees are expected to demonstrate reliability, initiative, accountability, and
professionalism. Job performance will be evaluated regularly in accordance with
Village personnel policies.

¢ Upon hire, a detailed job description will be provided and signed.

Why Work for the Village of Cuba

Village employees play an important role in supporting the community and maintaining
essential public services. The Village values teamwork, accountability, and commitment to
public service.

Upon hire, a detailed job description outlining specific duties and responsibilities will be
provided and must be reviewed and signed by the employee.

Final candidates may be subject to a background check in accordance with applicable
laws and Village policy.

Application Process

Applications may be picked up and submitted in person along with resume at:
Cuba Public Library 13 E Cordova Ave, Cuba, NM 87013 (Please see Cuba Public Library
Director Manuela Chacon for assistance)

Or download, fill out and email a completed application and resume to:
patriciam@cubanm.gov

The Village of Cuba is an Equal Opportunity Employer.

Disclaimer: This job posting is intended to describe the general nature of the position and
is not intended to be an exhaustive list of all responsibilities, duties, or qualifications
associated with the position. Job duties may change as organization needs and policies
change. The Village of Cuba reserves the right to modify job duties, hiring procedures, or
position requirements as necessary to meet operational needs.
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