Title:

Clerk/Treasurer
Supervisor:
City Council

Function:

The City Clerk/Treasurer is a statutory position and is responsible for performing those duties required by Sections 62.09(9) and 62.09(11) of the Wisconsin Statutes.  Under the direction of the City Common Council, this position performs a wide range of administrative functions including, but not limited to election administration, records management, drafting and composing meeting agendas and minutes.  The position will report all financial matters to the Common Council and Utility Commission, and facilitate the municipal/utility budgeting process.  The individual will work independently with minimal supervision, however, is expected to use their judgement and seek direction when needed on substantive matters related to administration of municipal policies, programs. 
Essential Skills, Knowledge, and Abilities
· Ability to analyze, interprets, and applies applicable Federal, State and local policies, laws and regulations.
· Apply knowledge of a broad range of statutes, principles, and practices to the administration of city affairs.
· Knowledge of modern office procedures, methods and equipment including computers and Microsoft Office (Word, and Excel required), Outlook, able to learn Caselle Connect and basic website editing software.

· Ability to communicate effectively with the public in a busy, multi-task environment, excellent verbal and written communication skills.
· Organized and detail oriented.
· Knowledge of election administration and Wisvote (statewide voter registration system).
· Ability to prepare and interpret reports, maps, and charts.
· Ability to establish and maintain effective working and public relationships with a wide variety of individuals in a sometimes challenging environment.
· Ability to prepare and maintain accurate records and to prepare a variety of reports as required or requested.
· Must possess excellent time management skills.
· Must have accounting fundamentals.
Essential Duties and Responsibilities for Clerk

· Prepare and post all board, committee and commission agendas and packets (including Board of Review) and notify board members.
· Attend and record all meetings, prepare, and publish minutes, keep a permanent record of all meeting agendas and minutes.
· Publish required City notices.
· Review, revise and draft ordinances and resolutions with the assistance from the City Attorney.
· Administer, coordinates, supervises and conduct all City elections.
· Prepare licensing including alcohol, operators, cigarette, etc.  Publish and obtain Council approval as required.   
· Review and process conditional use, zoning, ordinance amendments and other permits as required by ordinance.
· Prepare assessment letters as requested for title companies, lawyers, etc. regarding special assessments, delinquent sewer and water or other misc. delinquencies.

· Maintains routine day to day operations of City office.

· Any other tasks assigned.

Essential Duties and Responsibilities for Treasurer

· Responsible for all accounting functions including journals, ledgers, and required reports per DOR, GAAP, the Public Service Commission, and other regulatory agencies.

· Reconciles all City checking and savings accounts monthly.

· Prepares annual budget with the Council and department heads.

· Responsible for management of City cash flows and receipts.

· Assist City Auditor with preparation of year end fiscal reporting to the DOR and PSC.

· Prepare tax information for State and county, inform residents of annual taxes, keep accurate records of assessments, real estate taxes and personal property taxes.

· Prepare all miscellaneous invoices for the City, such as: lawn mowing, special assessment letters, snow removal and operator licenses.
· Prepare regular deposits for all money received into the City.

· Prepare Accounts payable for City.

· Keep track of all City and Utility debt, meet loan requirements, process payments and balance accounts.

· File state recycling application and recycling costs.

Other Duties and Responsibilities

· Serves as a liaison between the public and elected officials.

· Attends necessary training, seminars, and maintains required certifications.

· Keeps the City Council informed of changes, opportunities, and problems of a developmental, operations, financial nature of plans and recommendations for appropriate opportunities.

· Responsible for all Census coordination.
· Responsible for coordination of all municipal insurance policies.

· Assist in all personnel and payroll benefit information for employees.

Minimum Experience and Educational Qualifications:

· High School Diploma/Equivalent Required: Associate Degree or higher education preferred

· Municipal Government Experience (preferred) two years’ experience in clerical operations, bookkeeping, policies and legislative functions or a combination of education and experience that provides equivalent knowledge, skills and abilities.

· Certified Clerk and Treasurer (or ability to obtain)

· Working knowledge of Accounting Software (Civic preferred)

· Must be eligible to be bonded

· Notary Public (or ability to obtain)

· Election Administration Certified (or ability to obtain)

· Board of Review Clerk Training

· Valid Driver’s License

Additional Information

· This position requires a great deal of diplomacy in working with a variety of individuals who compromise a five (5) member council, individuals on committees, department heads, fellow employees, contracted individuals, state employees, and other professionals engaged by the City for services as well as the general public.

· This position performs a major role in responsible communication, receiving and responding openly and positively to the public.

· Ability to multi-task on daily basis (performs accounting functions with telephone interruptions, customer walk-ins, and rotates between different changing priorities.
Physical Demands/Work Environment

· Frequent twisting and bending.

· Reach above and below shoulder heights.

· Ability to lift 50 pounds occasionally.

· Ability to move and relocate office/election equipment.

· Ability to sit at keyboard for extended periods.

· Generally, seventy-five percent (75%) of the workdays are spent sitting, twenty percent (20%) spend standing, and five percent (5%) spend moving, all percentages could vary depending upon duties performed that day.

Position Description Qualifiers and Employer Reservation of Management Rights

The duties enumerated above are intended only as illustrations of the various types of work that maybe performed.  This is not a detailed or complete listing of all duties and responsibilities.  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.
