
[bookmark: TOWNSHIP_OF_LOWER]TOWNSHIP OF LOWER
Date Posted: 12/16/2025

[bookmark: POSITION_TITLE:]POSITION TITLE:
Clerk 1 (01245)
[bookmark: DEPARTMENT:]PROJECTED FILL DATE: JANUARY DEPARTMENT:
Police Department

[bookmark: LOCATION:]LOCATION:
Lower Township – 2600 Bayshore Road, Villas, NJ

[bookmark: HOURS:]HOURS:
35 hours per week – Monday through Friday 8:00 am – 4:00 pm

[bookmark: SALARY_RANGE:]SALARY RANGE:
$35,000 – $40,000
[bookmark: DEFINITION_/_DUTIES:]
Typical responsibilities include:

· Greet the public at the police records window or front desk. 
· Provide copies of reports in accordance with OPRA and departmental policy. 
· Ensure confidential and sensitive information is handled securely. 
· Assist the public with forms (complaints, permits, records requests, background checks).
· Assists the Chief, Deputy Chief, Captains, Lieutenants, and administrative officers with related clerical taskings
· Manage filing systems
· Maintain office supplies and forms inventory
· Updates entries in police software
· Process incoming and outgoing mail
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ELIGIBILITY REQUIREMENTS: Possess a valid NJ Driver's License   
[bookmark: APPLICATION_PROCEDURE:]  APPLICATION PROCEDURE:
Interested applicants must submit an application and Resume to:

Christina Lewis
Deputy Township Manager / Human Resources Coordinator Township of Lower
Email: clewis@townshipoflower.org Phone: (609) 886-2005 ext. [181]

Notes:

All hiring decisions are contingent upon meeting CSC qualifications and Township background requirements.


Approved By:

Michael Laffey, Township Manager
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