Deputy Tax Collector/Deputy Clerk
Town of Raymond, Maine

Position Overview
Full-time position supporting the Tax Collector and Town Clerk. Ideal for someone seeking to obtain their tax collector certification while developing expertise in tax administration, vital records, licenses, and elections. Four-day work week.
Work Schedule
Four-day work week (Tuesday–Friday, 7:45 AM–4:30 PM). This schedule provides excellent work-life balance while maintaining full municipal office coverage.
Key Responsibilities
1. Tax collection, recording, lien processing, and reconciliation of tax receivables
1. License and permit issuance (marriage, hunting, fishing, dog licenses, motor vehicle registrations)
1. Vital records maintenance and support
1. Elections support, including warden duties and Town Meeting assistance
1. Counter service and public interaction regarding taxes, registrations, and municipal services
1. Data entry, record keeping, and routine clerical functions
1. General office support and special projects as assigned
Requirements
1. High school diploma or equivalent
1. Willingness and ability to obtain Tax Collector certification
1. Proficiency with computers and modern office equipment
1. Strong organizational and record-keeping skills
1. Ability to work accurately with financial data and maintain confidentiality
1. Professional communication skills and ability to serve the public effectively
1. Ability to pass a background check
Desirable Qualifications
1. Some office or administrative experience
1. Two-year college degree
1. Prior tax, finance, or municipal government experience
1. Experience with Trio financial software
1. Training in tax collection or municipal clerk courses
Additional Information
This is a training position. Selected candidates may be required to work evening hours for elections and other special assignments as directed by the Town Clerk. The Town of Raymond is an Equal Opportunity Employer.
To Apply
Please submit resume and cover letter to hr@raymondmaine.org. Position will be posted until filled. Candidates may be interviewed on a rolling basis.
