
HIRING OPPORTUNITY: CITY OF WATERTOWN 

Issued: 4/8/2026 

DEPARTMENT: City Clerk 

POSITION TITLE: Deputy City Clerk 

SALARY RANGE: $47,524 - $59,559 

DISTINGUISHING FEATURES OF THE CLASS: This position exists in the City Clerk’s Office and involves 

being responsible for recording, filing and issuing legal records and a variety of licenses and permits.  The incumbent 

is responsible for taking and transcribing meeting minutes for City Council meetings and for various other meetings 

as determined by the City Clerk. The incumbent is responsible for preparing the monthly reports for New York State 

as well as the daily cash reports for the Comptroller’s Office. In addition, the incumbent assists the City Clerk in the 

operation of the City Historian’s Office to include conducting research and helping with historical presentations as 

determined by the City Clerk.  The work is performed under the general supervision of the City Clerk with leeway 

allowed for the exercise of independent judgment in carrying out details of the work. 

MINIMUM QUALIFICATIONS:  

Graduation from a New York State registered or regionally accredited college with an Associate’s degree in business, 

public administration, public relations or related field  

SPECIAL REQUIREMENT:   

• Must obtain New York State certification as a Notary Public within one (1) year of employment. 

• Must be a resident of the City of Watertown as required by Section 11-c (1) of the New York State Domestic 

Relations Law to allow for appointment as a Marriage Officer in the City. 

 

HOW TO APPLY: Apply through the online portal: https://watertown-portal.mycivilservice.com/jobopps  

 

APPLICATION DEADLINE: 5/31/2026 

Email civilservice@watertown-ny.gov for a complete job description.  
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