Gfilllr\ Grand Chute

ex p evience better

Position Description

Job Title: Deputy Town Clerk Reports To: | Town Clerk
Department: Clerk’s Office Date: September 2026
FLSA Status: Non-exempt Pay Grade: |J FTE: 1.0

General Job Summary

Assist the Town Clerk with the daily operations of the office and perform administrative duties in an efficient, accurate,
and lawful manner. Responsibilities include administering elections, training and supervising election inspectors,
processing and issuing Town licenses and permits, maintaining municipal records, responding to open records requests,
providing clerical and administrative support to the Town Board, Sanitary Commission, and other committees and boards,
processing accounts payable, assisting with the Town’s credit card program, and exercising independent judgment and
discretion to effectively manage tasks and resolve issues.

Duties and Responsibilities Estimated
% of Time

1. Elections: Assist with all aspects of Town elections, including recruiting, training, and scheduling 20
more than 100 election inspectors for polling locations and central count. Maintain the WisVote
database for approximately 14,000 eligible voters. Coordinate special voting deputies for care facility
visits. Assist with absentee ballot processing, election supply ordering, voting equipment testing,
posting required election notices, and answering residents’ questions about the election process.
Complete post-election reconciliation and assist the Town Clerk with campaign registration, finance
statements, and required reporting, ensuring filings are complete and compliant.

2. Licensing: Assist the Town Clerk with processing and issuing various licenses and permits, including 30
liquor, hotel/motel, tobacco, dance, transient merchant, auction, junk dealer, special event, operator,
and other miscellancous permits. Maintain the business licensing database. Submit special event
applications for committee approval, assist applicants with understanding license requirements and
permitted activities, and help manage the demerit point system for alcohol license holders.

3. Finance: Responsible for processing accounts payable and ACH payments, adding new vendors, and 10
coordinating W-9 requests to ensure accurate and compliant vendor records. Assist the Clerk in
managing employee credit card program. Assist with budget preparation for the Clerk’s Office.
Provide support to the Clerk in preparing for and coordinating Open Book and Board of Review.
Process customer payments, issue receipts, and maintain accurate cash drawer records.

4. Administrative: Responsible for preparing Police and Fire Commission agendas, minutes, and 25
ensuring required meeting notices are properly posted. Prepare agendas and minutes for the Licensing
Committee, and serve as its recording secretary. In the absence of the Town Clerk, serve as Clerk or
Secretary for the Board of Review, Community Development Authority, Sanitary Commission, and
Town Board. Attend assigned committee and board meetings and provide administrative and clerical
support as needed. Assist with the maintenance and organization of the municipal code and creating
and editing Clerk-related articles for the tri-annual municipal newsletter. Perform notarial acts as
needed. Assist with reception and front-counter responsibilities, providing professional and courteous
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customer service by answering and directing telephone calls, processing incoming and outgoing mail,
managing and maintaining documents and records, and assisting residents and the public with
inquiries. Assist in maintaining the Town’s website for the Clerk’s Office, Licensing Committee,
Police and Fire Commission, and elections.

6. Record Management and Open Meetings: Assist the Clerk with organizing and maintaining Town 5
records, including correspondence, contracts, agreements, ordinances, resolutions, and claims.
Prepare and process resolutions and ordinances, assign document numbers, and maintain an organized
filing system. Provide guidance to Town staff on Wisconsin open records and open meetings
requirements, helping ensure compliance with state laws and the Wisconsin Attorney General’s
guidelines. Assist with maintaining and updating the Municipal Code and help staff understand and
follow applicable code requirements.

7. Management: Assist the Clerk in supervising and coordinating a team of more than 100 election 10
inspectors. In addition to supporting the recruitment and training of election inspectors, assist with
scheduling, communication, and day-to-day election inspector management throughout the election
cycle. Provide oversight and support during Special Voting Deputy visits, in-person absentee voting,
election preparation activities, and Election Day operations to help ensure election procedures are
conducted efficiently, accurately, and in accordance with applicable requirements.

Perform additional duties as assigned and attend the Town required training. Regular attendance is required. Work in a
manner that is aware of personal safety and the safety of others and observes safety, health and sanitation codes, regulations,
or practices required by the Town or governmental authority.

Functional Supervision Exercised Over:

Administrative Clerk in regards to Elections and Licensing, Election Inspectors

Required Minimum Qualifications

e Associate’s Degree or equivalent.
e Four to five (4-5) years of administrative experience.
e  Wisconsin Municipal Clerk Association Certification or ability to obtain.

Knowledge, Skills, and Abilities

e Ability to professionally communicate orally and in writing with the Town Board, Town Clerk, residents, public
officials, administration, and all town staff.

e Ability to provide guidance, assistance and/or interpretation to others such as co-workers and the public on how to
apply policies, procedures, and standards to specific situations.

e Ability to utilize a variety of references, descriptive and/or advisory data and information such as reports, logs,
resolutions, agendas, minutes, statistical reports, voting guidelines, statutes, ordinances, procedures, and non-
routine correspondence.

e  Ability to perform addition, subtraction, multiplication and division; and to calculate percentages and decimals.

e  Ability to carry out instructions furnished in written, oral, or diagram form.

e Ability to exercise the judgment, decisiveness, and creativity required in situations involving the evaluation of
information against measurable or verifiable criteria.

e  Ability to multi-task and complete assignments in an environment with frequent interruptions.

Skilled at providing excellent customer service.
e Ability to maintain a high degree of integrity, discretion, and confidentiality.

The Town may consider any equivalent amount of credentials, licensures, training, or experience that provides the necessary
knowledge, skills, and abilities to perform the duties and responsibilities of this job.

Equipment Used
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Election Equipment, Computers, Copier/Scanner, Folding Machine, Telephone, Calculator, and other general office
equipment.

Working Conditions

Work is primarily performed in a climate controlled office environment. Typical hours are Monday — Thursday 7:00 am —
4:30 pm and Friday from 7:00 am — 11:00 am; however additional hours may be required to attend evening meetings and
to work elections.

Physical Requirements

The physical demands described here are representative of those that must be met by an employee to successfully perform the
duties and responsibilities of the job. Reasonable accommodations may be made to enable qualified individuals with
disabilities to perform this job.

Operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery and tools such as a computer
and other office machines, and/or materials used in performing essential functions. Coordinate eyes, hands, feet and limbs
in performing coordinated movements such as typing. Specific vision abilities include close and distant vision, peripheral
vision, depth perception, and the ability to focus.

Exert light physical effort in mostly sedentary work. Occasional lifting, carrying, pushing and pulling of objects weighing
five to ten pounds and occasionally up to 50 pounds with assistance. Recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-related objects, materials and tasks.

Note

The duties and responsibilities listed in this job description are intended to describe the general nature and level of work that
may be performed. The omission of specific statements of duties does not exclude them from the job if work is similar,
related or a logical assignment to the job. Percentage of time may vary widely depending on the needs of the position during
any particular time period.

This job description does not constitute an employment agreement between the employer and employee and is subject to
change by the employer as the needs of the employer and requirements of the job change.
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