Job Posting
Job Title: Chief Deputy Clerk
Department: Scurry County Extension Office
Location:  2605 Ave M, Snyder, TX 
Reports To: ANR and FCH County Extension Agents
Applications Available at:  Scurry County Treasurer’s Office
Resumes are Requested with Applications
Application Deadline:  Wednesday, December 8, 2025
Applications Accepted at: Scurry County Treasurer's Office
Benefits: Full-Time Position; Health Insurance, Dental, Vision, Retirement, Longevity, PTO
Job Summary:  Provides primary administrative support for Agriculture and Natural Resources and Family and Community Health Extension Agents.  Distributes information to residents of Scurry County in the areas of Agriculture, Family and Community Health, and     4-H.
Essential Job Functions:  Answers, screens and directs telephone calls; greets/directs visitors; records and distributes materials; prepares and/or creates, edits, and proofreads various documents including letters, memos, reports, newsletters, flyers, and forms, using a personal
computer; copies and collates materials for distribution and/or records storage; provides information to residents of Scurry County in the areas of 4-H, Agriculture, and Family and Community Health; sorts, distributes and opens mail. Maintains various computerized and paper files; retrieves, records, logs and refiles paper documents; retrieves, revises, prints and saves computer files; prepares copies of documents such as reports, letters, and memoranda; and inventories publications. Regular and predictable attendance is an essential function of this position as well as ability to be self-directed and work independently in absence of extension agents.  Prepares marketing and promotional documents and posts to social media platforms.
Other Job Functions:  Performs other job-related duties as directed
Equipment Used:  Personal computer, scanner, copy machines, multi-line telephone, laminator, calculator, and other equipment as needed. 
Knowledge, Skills & Abilities:  Good verbal and written communication skills; excellent typing and grammatical skills; creativity in publishing newsletters; basic mathematical skills; excellent computer skills; proficiency in Word, Publisher, Excel, PowerPoint, Google Docs, Canva, Social Media Platforms, and other computer applications. Must be able to type 55 wpm. Excellent interpersonal skills including ability to interact and cooperate with co-workers and deal effectively with the public both face-to-face and on the phone. Ability to interpret assigned department forms, rules, procedures, and guidelines. Ability to comprehend and adhere to Scurry County policies and procedures, and Texas A & M University’s policies and procedures. 
WORK SITUATIONS/DEMANDS/EFFORT: Work requires heavy phone work; proficient skill in managing workload; attention to detail; working alone and as part of a group; dealing with the public; flexibility to perform and coordinate a variety of duties. Employees consistently works independently within established guidelines and time frames. Subject to annual performance review after probationary period. Essential to this position, the employee must be dependable, punctual, highly organized, exhibit attention to detail, and be flexible to changing needs of the organization.
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