Administrative Assistant/Deputy Municipal Clerk/Deputy Registrar – New Hanover Township 
Seeks a part-time Administrative Assistant/Deputy Municipal Clerk/Deputy Registrar for the Township’s Administrator/Municipal Clerk’s Office. Under the direction of the Administrator and Municipal Clerk, a successful candidate will assist with all functions of both Departments and will be responsible for processing vital records, issuing various local licenses and permits, and assisting with OPRA requests. Applicants with a Certified Municipal Registrar (CMR) license and Registrar Certification (RMC) are preferred, but not required.  Should possess experience processing vital records (i.e. marriage licenses, death certificates, and birth certificates), and be highly proficient with Adobe and Microsoft applications (Word and Excel) and Edmunds Purchasing programs. A successful applicant will be a self-starter administrative professional who exhibits detail-oriented abilities and excellent customer service skills. Salary $16.00 - $21.00 per hour. Please submit a cover letter and resume no later than Friday, February 20, 2026 to Susan Jackson, Township Administrator/Clerk, Township of New Hanover, Cookstown, NJ 08511; or via e-mail to clerk@newhanovertwp.com.  The Township reserves the right to fill the position before the filing deadline. New Hanover is an EOE.

