Town of

B D

Otagamie County, Wisconsin

TOWN OF BUCHANAN, WISCONSIN
Position Description

Job Title Clerk/Treasurer
Department Clerk/Treasurer
Employment Status Part-time (32 hours per week)

Exempt/Nonexempt Status | Non-Exempt (Hourly)

Pay Range $35.65/hr to 48.03/hr
Reports to Town Administrator
Supervisor Supervises Department Staff

Under general administrative direction, the Clerk-Treasurer plans, directs, manages, and performs the
activities and operations for the combined office of Town Clerk as required by Section 60.33, Wisconsin
Statutes and Town Treasurer as required by Section 60.34, Wisconsin Statutes. The Clerk-Treasurer acts as a
member of the Town management team; and provides highly responsible and complex administrative tasks
associated with municipal government.

DUTIES AND RESPONSIBILITIES

To perform this job successfully, an individual must be able to perform each essential function listed
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions. These are not to be construed as exclusive or all-inclusive. Other duties may be required
and assigned.

General Responsibilities:

1. Assume full responsibility for all duties, activities and operations of the Town Clerk as per Wisconsin
Statute 60.33 and Town Treasurer as per Wisconsin Statute 60.34; manage the development and
implementation of departmental goals, objectives, and priorities for each assigned service area;
recommend and administer policies and procedures.

2. Assess and monitor work load; administrative and support systems; identify opportunities for
improvement; direct and implement changes.
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Establish, within Town policy and budget, appropriate service level needs; monitor and evaluate the
efficiency and effectiveness of service delivery methods and procedures; allocate resources
accordingly.

Performs staff assistance to the Town Board; prepare and present staff reports and other necessary
correspondence; attend Town Board and other meetings as required.

Prepare and review Board and subcommittee meeting minutes and agendas.

Plan, direct, and coordinate the Clerk-Treasurer Office work plan; assign projects and programmatic
areas of responsibility; review and evaluate work methods and procedures.

Recruit, select, train, motivate, and evaluate assigned personnel; provide or coordinate personnel
training; work with employees/volunteers to correct deficiencies; implement discipline and
termination procedures.

Oversee and participate in the development and administration of department budgets; approve the
forecast of funds needed for staffing, equipment, materials, and supplies; approve expenditures and
implement budgetary adjustments as appropriate and necessary.

Represent the Town to other departments, elected officials, and outside agencies; coordinate assigned
activities with those of other departments and outside agencies and organizations.

Respond to and resolve difficult and sensitive citizen inquiries and complaints; explain, justify, and
defend Town programs, policies, and activities; negotiate and resolve sensitive and controversial
issues.

Specific Duties:

1.

w

10.
11.

12.

13.

Maintain a central accounting system for Town government activities in a manner consistent with
accepted municipal accounting principles and practices.

Perform any duties prescribed by law relative to elections and maintain all election records and
property used in conjunction with holding of elections. Manages, oversees and maintains Statewide
Voter Registration System (WisVote) and attends training as necessary. Train election workers.
Administer oaths and affirmations.

Perform as the Town’s legal custodian of records; retaining all public records that are required by
Wisconsin Statutes and/or federal regulations including, but not limited to Town records, ordinances,
resolutions and vouchers.

Collect tax payments, refund overpayments of taxes, balance tax collections and prepare tax collection
reports. Make partial and final settlement of State, County, school, vocational school and other
jurisdictions taxes.

Prepare all Town bank deposits.

Manages investment of Town funds in accordance with investment policies and goals, and local, state
and federal regulations.

Codes receipts, reconciles cash and keeps such records as needed to verify cash balances.

Review, maintain and update the tax roll as necessary. In addition, shall maintain and update Town
address, parcel and other related databases.

Input and manage all special charges on the tax roll and special assessments.

Comply with mandates and processes as directed by the County Treasurer and the Wisconsin
Department of Revenue.

Collect payments for dog licensing, administer licensing software, complete necessary payments to the
County and manage all aspects of the dog licensing program.

Administer and manage all aspects of the Town licensing program.
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14. Manage annual special assessments and enter annual special assessments into tax assessment

15.

program.
Complete payroll and related functions including, but not limited to:
a. W-2’s
b. Quarterly tax reports
c. Calculation of withholding
d. Wisconsin deferred compensation and Wisconsin Retirement System
e. Tracking vacation, holiday, sick leave of employees
f. Issuing checks
g. Monthly tax reports and payments
h. Pay town bills utilizing accounting software, issue checks, obtain proper signatures, and mail

bills.
Maintain town’s financial records and deposits to include petty cash box.
Balance monthly bank statements in accounting software.
Prepare annual 1099 MISC, 1099 NEC forms for vendors.
Prepare financial information for annual audits.
. Gather paperwork for Form C preparation.
Keep address/parcel database updated.
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Incidental Responsibilities:

1.
2.
3.

10.
11.
12.
13.

14.
16.

Answer general questions over the phone or direct calls to the proper person.

Greet and help residents, developers, businesses, and other parties at the service window.

Assist and hand out building permit forms, yard waste transfer site permits and any other permits
necessary, receipt money as necessary.

Sell and receipt brown goods and appliance stickers. Answer or refer all garbage and recycling
questions to the proper vendor.

Aid the Town Administrator as directed.

Make copies, send correspondence, or send faxes as instructed by the Administrator.

Provides support to the Town Administrator in posting and publishing of notices, ordinances, hearings,
etc.

Fill out real estate inquires for title companies, receipt money.

Oversee newsletter development

Oversee town web-site and social media accounts.

Assist residents with renting the town hall.

Provide back up to department staff while on vacation (additional hours may be necessary).

Assists Town Building Inspector, Town Engineer and Town Attorney and any other Town consultant as
necessary.

Responsible for building security.

Work an average of 32 hours per week with general office hours between 7am to 4:00pm, Monday
through Thursday and Friday 7:00am to 12noon. Hours may be increased up to 40 per week during
elections and tax collection seasons.

Minimum Training and Experience Required to Perform Essential Job Functions: Associate degree in
accounting, business administration, finance or related field preferred. One (1) to three (3) years of
experience working in a government environment or any combination of education and experience that
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provides equivalent knowledge, skills, and abilities. Completion of training at the Wisconsin Municipal
Treasurers & Clerks Institute is preferred otherwise training will be required to be completed during the
course of the job. Certification as Certified Municipal Treasurer, Certified Municipal Clerk of Wisconsin is
preferred.

Knowledge, Skills and Abilities Required to Perform Essential Job Functions:

Language Ability and Communication

Ability to communicate orally, and in writing as necessary, with Town Board, Town Chairperson, Town
Administrator, Town employees, developers, contractors, consultants, residents, County Treasurer, Town
assessor and various Board/Commission members.

Technical
Ability to work at a proficient level with standard business accounting and communication programs.
Familiarity with the internet and basic internet-based research.

Judgment and Situational Reasoning Ability
Ability to use functional reasoning in performing job duties including managing office operations, prioritization
of work tasks, and reasoning and listening to citizen and other parties who may have requests or complaints.

Physical Requirements
Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as
telephone, calculator, computer, and copying instruments.

Ability to coordinate eyes, hands, feet, and limbs in performing slightly skilled movements such as typing.

Ability to recognize and identify individual characteristics of colors, sounds, and shapes associated with job-
related objects, materials, and tasks.

Environmental Adaptability

Ability to work under generally safe and comfortable conditions where exposure to environmental factors
such as irate individuals, intimidation and deadline pressures may cause discomfort and poses a limited risk of
injury.

Other
None.

Additional Task and Responsibilities: While the following tasks are necessary for the work of the unit, they
are not an essential part of the purpose of this position and may also be performed by other unit members.

Responds to citizen complaints, investigates and provides recommendations. Responds to requests for
services from the Town.

Any and all other tasks and duties not listed but may be required to perform the job and assist the Town with
carrying out its function.
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