
 

 
 

JOB OPPORTUNITY 

 
Date: August 4, 2026 
Title:   Clerk 1 – Full Time 
Department:  Vital Statistics 
Salary:  $17.00-$50.00/hour  
Schedule:   Monday – Friday, 8:30am – 4:30pm 
         Summer Schedule: Monday – Thursday, 8:00am – 5:30pm 
 
Responsibilities:  
 

• Process and distribute certificates and related forms used for recording births, marriages, and 
deaths. 

• Review all certificates to ensure they are accurate, complete, and properly documented. 
• Collect applicable fees and maintain accurate records of all monies received. 
• Provide courteous and professional service while working effectively with members of the 

public, professional partners, and coworkers. 
• Demonstrate proficiency in Microsoft Office applications, including the ability to prepare 

correspondence and create and maintain spreadsheets. 
• Utilize strong written communication skills to prepare clear, accurate, and professional 

documents. 
 

 
 

  Submit resume and letter of interest to applicant@voorheesnj.com  
Attn: Sara Schwarz, Director of Human Resources by August 14, 2026 

or 
Complete a job application that can be found at  

www.voorheesnj.com or in person at  
 

2400 Voorhees Town Center 
Voorhees, NJ 08043 
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