
The City of Marlborough is an Equal Opportunity Employer.    The City of Marlborough does not discriminate in hiring or employment on the basis of race, color, 
religion, sex, sexual orientation, gender identity and expression, age, genetic information, national origin, ancestry, disability, veteran status or membership in the 
armed services, marital status or any other protected category under federal or state law. 

CITY OF MARLBOROUGH 

Marlborough, MA 01752 

  

INSPECTIONAL SERVICES – BUILDING DEPARTMENT 
SENIOR CLERK 

The City of Marlborough is seeking to fill the full time (35 hours) position of Senior Clerk in the Building 
Department.    

Posting Number: AA#23-37 Date Posted:    December 12, 2023 

Weekly Hours:   35 Hours per week FLSA: Non-Exempt 

Hiring Rate:   $24.15/Hour Bargaining Unit: MMEA 

Step Rate:  $24.15-27.16/Hour Location:   140 Main St, 2nd Floor 
 
DEFINITION/PURPOSE 
The purpose of this position is to provide the necessary clerical support to achieve the effective and 
efficient operations of the Inspectional Services Department focused on the delivery of exceptional service 
to the community and City Departments in need of assistance.     

ESSENTIAL FUNCTIONS 
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. 
The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position.) 

• Assists and answers questions of customers, public officials, department heads and staff, in 
person and by telephone. 

• Assists the public in completion of all types of permit applications, apply the appropriate 
formulas to compute the applicable permit fees, enter the data into the web based, online 
permitting program.   

• Receives complaints and refers complaints to appropriate employee in the department.   

• Typing, filing, answering phones;  

• Schedules inspections;  

• Dispatches inspectors;  

• Locates data for both office staff and the general public;  

• Processes and maintains permit applications and logs for signs, fencing, pools, buildings, 
woodstoves, gas and plumbing and wiring.  

• Maintains a data base for inspection certifications of restaurants, boarding houses, daycare 
centers and places of assembly;  

• Collects and validates data for preparation and certification of newly constructed structures and 
updates the file system accordingly. 

• Accepts and records payments of licenses and fees; bank deposits; account payable functions 
for office expenditures;  

• Maintains weekly attendance reports;  

• Issues annual certification renewal notices;  

• Performs all other duties as required. 

To see the full job description:   Building Department – Senior Clerk 
 

Interested candidates should forward cover letter and resume to: hrjobs@marlborough-ma.gov 
 

https://www.marlborough-ma.gov/human-resources/files/sr-clerk-building-job-description
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