
The City of Newport, Vermont is seeking applications for the position of Assistant City Clerk/Treasurer. 

This position provides customer service and administration support for the City Clerk's Office and 

reports directly to the City Clerk/Treasurer. 

Duties for the position include but are not limited to, counter service including cash handling and 

reconciliation, land and vital records recording, utility billing collection, collection of taxes, license and 

permit applications, abide by state statues, preform word and data entry, filing, coping, answer phone 

calls, spreadsheets, and other clerical duties . 

Applicants should possess strong customer service and communication skills, attention to detail and 

accuracy in cash handling, working knowledge of computers to include Word and Excel. And the ability 

to meet deadlines. Associates Degree preferred, or equivalent level of High School or GED Diplomas, 

training and experience, specialized certifications, or any combination of education and experience that 

provides equivalent knowledge, skills, and abilities. 

Starting wage $22.50 per hour plus benefits with an increase after a six month evaluation 

The job application and cover letter and resume' are required as part of the application packet. Packets 

can be found on the City website at Newportvermont.org. or at the City Clerk's Office. 

Application packets are due no later than Wednesday, April 29, 2026 at 4:30 PM. 

Applications may be submitted to the City Clerk/Treasurer, James Johnson, 222 Main St., Newport, VT. 

05855 or emailed to james.johnson.clerk@newportvermont.org 

The City of Newport is an equal opportunity employer. 










