
 
Temporary Human Resources Assistant 

 
Position Summary: The Temporary Human Resources Assistant is responsible for organizing our 
electronic personnel files within our document management system.   
Full Position Description: A detailed position description and application are available on the Town 
of Grand Chute’s website, https://www.grandchutewi.gov/government/page/employment-
opportunities/.  
Requirements: High school diploma or equivalent; additional certifications or coursework in office 
administration or document management preferred. Proven experience in Human Resources, 
administrative or office roles, particularly in scanning or document management. 
Proficiency with scanner equipment and document management software (e.g., Excel, Adobe 
Acrobat, SharePoint, Laserfiche). 
Salary: The full wage range is $14.54 to $16.84 with expected hiring range between $14.54 to 
$15.28 depending on qualifications.  
Deadline: Application materials received by July 15, 2026 will receive best consideration. However, 
application materials will continue to be accepted until the position is filled.  
How to apply: Please submit a resume and application to hr@grandchutewi.gov. 
Our Community: Grand Chute, population 23,495, is the largest township in Wisconsin. We are 
located in Wisconsin's Fox Cities region, a metropolitan area of 370,000 residents. With a tax base 
of $3 billion, Grand Chute is the area's commercial and retail center. The Fox River Mall anchors a 
regional shopping, hospitality, and entertainment district. Grand Chute is home to the main campus 
of Fox Valley Technical College; Fox Cities Stadium (featuring the Wisconsin Timber Rattlers 
Class A affiliate of the Milwaukee Brewers); Gordon Bubolz Nature Preserve; Champion Center 
(an elite ice and hard court sports complex); several community and neighborhood parks; and, an 
extensive network of pedestrian and bicycle facilities. The community features a strong and diverse 
employment base. Among our major employers are: Pierce Manufacturing, Presto Products, 
McCain Foods USA, Dixon Ticonderoga, and Werner Electric. Check out the Fox Cities Guide for 
things to do in and around Grand Chute:  
https://xdigital.spiweb.com/publication/?m=65783&i=785087&p=30&ver=html5 
 
 
The Town of Grand Chute is an Equal Opportunity Employer and encourages all qualified individuals 
to apply. 
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