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Clerk Position Summary and Duties Performed               01-2019 

 
Clerk - Statutory Duties: 
 
60.33(1) - Clerk of town meeting. Serve as clerk of the town meeting under s. 60.15.  
 
60.33(2)(a) - Serve as clerk of the town board, attend meetings of the board and keep a full 
record of its proceedings.  
 
60.33(2)(b) - File all accounts approved by the town board or allowed at town meetings and 
enter a statement of the accounts in the town's record books. 
 
60.33(2)(c) - File with the town board claims approved by the clerk, as required under s. 60.44 
(2) (c).  
 
60.33(3) - Finance book. Maintain a finance book, which shall contain a complete record of the 
finances of the town, showing the receipts, with the date, amount and source of each receipt; 
the disbursements, with the date, amount and object of each disbursement; and any other 
information relating to town finances prescribed by the town board.  
 
60.33(4)(a) - Perform the duties required by Chapters 5 to 12 relating to elections.  
 
60.33(4)(b) - Transmit to the county clerk, within 10 days after election or appointment and 
qualification of any town supervisor, treasurer, assessor or clerk, a written notice stating the 
name and post-office address of the elected or appointed officer. (Basic duties – complete and 
submit required forms to county clerk). 
 
60.33(5) - Sale of real property. Execute the conveyance of real property of the town. 
 
60.33(6)(a) - Publish or post ordinances and resolutions as required under s. 60.80. 
 
60.33(6)(b) - Give notice of annual and special town meetings as required under ss. 60.11 (5) 
and 60.12 (3). 
 
60.33(7)(a) - Comply with Subsection II of Chapter 19 concerning any record of which the clerk 
is legal custodian.  
 
60.33(8) - Licenses. Issue any license or permit granted by the town board when presented with 
a receipt from the town treasurer indicating that any required fee has been paid.  
 
60.33(9)(d) - Apportion, as provided by law, tax revenues collected by the town for schools.  
 
60.33(10) - Highways and bridges. Perform the duties specified in Chapters 82 to 92, relating to 
highways, bridges, and drains. 
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Actual Duties Performed – Clerk, Town Management, Town Administration 
 
General Duties 
* Serves as the first line of contact for the Town in overseeing the day-to-day operations of the Town business 
under the direction of the Town Board 
* Handles correspondence and inquiries received by the Town from a variety of sources  

* Establishes and maintains personnel files for Town employees and others and establishes and maintains 
other employment related records  

* Completes the reports as required by federal, state and County regulatory bodies  

* Provides information and assistance to the Plan Commission and other public bodies as necessary  

* Maintains a backup of computer records  

* Maintains and updates Town web site  

* Informs and updates Town Board on Town activities on a regular basis  

* Performs routine clerical tasks, i.e. typing, photocopying, receiving and making telephone calls, and responds 
to requests for services and others as situations may arise  

* Attends various training sessions, meetings and seminars as directed or scheduled and approved by the 
Town Board  

* Takes and files the official oath and bond as provided in section 60.31 of Wisconsin Statutes 
 
Supportive Services to the Town Board  
*  Facilitates various Town meetings by preparing and drafting of the required documents: i.e. agendas, 

minutes, check detail of checks and payments made by the town and posting of said agendas and notices 

* Gathers required information and drafts orders, bids, job openings, and other town business notices, 
resolutions, ordinances, and other documents as directed 

* Publishes and/or posts all appropriate orders, bids, job openings, and other town business notices, 
ordinances, and resolutions as required on the town website, at the bulletin boards at the town hall, the town 

shop and one other local location, and timely provide required ads to local newspaper, if required 

* Researches questions and obtains information for the Board at their request  

* Processes and files 2% Fire Dues Self-Certification Form each calendar year  
* Processes and files annual payroll audit for worker’s compensation policy 
* Completes annual housing survey and report population figures to U.S. Census Bureau 
* Processes and files annual Municipal Levy Limit Worksheet 
* Caucus – drafts ads and provides notice of caucus; attends caucus and act as clerk; records the minutes; 
provides all required oaths and paperwork to nominees in person or by mail; completes, drafts, and files all 
required paperwork with the county clerk 
* Board of Review - examines the assessment roll prior to the board of review and makes any necessary 
corrections or adds any omitted real or personal property; drafts ads and provides notice of the open book and 
board of review; attends open book and acts as clerk of the board of review; takes testimony, completes all 
required forms and training, and keeps an accurate record of proceedings; swears in all persons testifying; and 
provides notice of board of review decisions as required by law 
* Processes and files Statement of Assessment with DOR; certifies figures after Board of Review  
* Budget - prints reports, compiles figures and data, and assists the board with the preparation of the annual 
budget 
* Licenses – drafts and issues licenses or permits granted by the Town Board for alcohol and tobacco, and 
others if required 

* Assist with preparation of paperwork necessary for bridge petitions, road projects, road certifications, WISLR 
road ratings (including submitting ratings online), road inspections and road plans 

 
Legal Duties 
*  Serves as clerk and attends the Annual Town Meeting, any other Town elector or special meetings, and the 
Town Board monthly meetings; keeps a full record of those proceedings as well as all orders, resolutions and 
directions made at any Town or Town Board meetings  
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* Researches local, county and state record files, statutes, administrative rules, ordinances, policies, etc. as 
dictated by the needs of the Town  

* Acts as custodian of the public records of the Town as provided by section 19.31 of Wisconsin Statutes and 
related statutes  

* Determines what Town information is available for disbursement under a request for information from various 

people and entities; receive and act on open records requests 

* Maintains custody of and is responsible for all oaths, bonds, records, files, papers and property required to be 
deposited with the position  

* Responsible for the disposal of obsolete records as authorized by state statutes  

* Assists the Town Building Inspector, Town Attorney, and others as necessary  
 
Election Duties 
* Performs duties prescribed for local clerks in the election laws, Chapters 5-12, of Wisconsin Statutes  
* Drafts and publishes all required notices (Types A, B, C, D, and E) for elections throughout year 
* Attends all required training sessions for Clerk and Chief Inspector re-certification 
* Sets up town hall for elections and take down, and sets up election machinery 
* Schedules and supervises poll workers throughout the day on election days between the hours of 6:30 a.m. 
and 9:30 p.m., or later, and supervises completion of paperwork and ballot counting by poll workers after the 
polls close at 8:00 p.m.  
* Assembles and hand delivers election results the following day to the County Clerk and various school district 
clerks if necessary 
* Attends and supervises the Municipal Board of Canvass the Friday or Saturday following an election if there 
are outstanding provisional ballots  
* Provides in-person training of poll workers and Chief Inspectors throughout the year and prior to elections 
* Completes and files all required county and state required election forms 
* Is available, by appointment, during set hours between the hours of 5:00 p.m. and 7:00 p.m. for the two-week 
period prior to an election for in-person absentee voting, or as required by current election laws 
* Handles all mail-in and in-person absentee ballot requests, and prepares and mails out absentee ballots, 
certificate envelopes, instructions, etc. to absentee voters  
* Handles all walk-in and mail-in voter registrations prior to the date of election 
 
Financial Duties 
* Receives bills and claims against the Town, examines and validates each document, verifies the appropriate 
budget appropriation, issues the order to pay each bill, and prepares and disburses checks after approval of 
expenditures by the Town Board  

* Prepares and tracks invoices and statements for fire call charges, including forwarding unpaid accounts to 
the town’s collection agency, or certifying them to be placed on the tax roll as a special charge 

* Maintains and updates payroll records 

* Processes and completes payroll bi-weekly for employees; monthly for clerk; annually for chairperson, 
superintendents and treasurer; and as needed for poll workers; issues checks or sends payroll information to 
banks for direct deposit 

* Processes and pays all federal and state monthly payroll liabilities monthly as required 

* Processes and files all quarterly DWD tax and wage reports as required 

* Processes and files all monthly and annual reconciliation reports with the Wisconsin Employee’s Trust Fund 

* Processes and files all quarterly IRS employer’s quarterly federal tax returns 

* Processes and files all annual DOR employer’s annual reconciliation of Wisc. Income Tax Withheld from 
Wages forms 

* Processes and prepares all employee W-2 forms, W-3 transmittal form, 1099 forms, and 1096 forms; mails 

originals to employees; files copies with appropriate agencies 

* Completes required paperwork and certifies the levy to the appropriate authorities  

* Apportions tax revenues collected by the Town to the various entities as required by law  

* Processes, reconciles and audits accounts payable and receivable, and cash received  
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* Ensures that expenditures do not exceed appropriations  

* Complies with processes as directed by the County Treasurer and the Wisconsin Department of Revenue 

* Annual Financial Statement – prints reports, compiles figures and data, and prepares clerk’s portion of town’s 

annual financial statement 

* Local Government Financial Report Form – prints reports, compiles figures and data, and prepares, complete 

and file the Schedule CT form with the DOR as required by statute 

 
Tax Roll 
* Prepares the tax roll information, including calculating gross and net mill rates to be used for property taxes 
for the state, county, town, four school districts and CVTC; certifies and files required forms and delivers the 
required documentation and information to the Dunn County Treasurer by December 8th of each year as per 
statutes 
* Processes and completes preliminary Before Over Run/Under Run form to determine total amount to be 
collected on tax bills 
* Receives completed mill rate and special sheets from the Dunn County Treasurer; reviews and certifies 
accuracy prior to printing of tax bills 
* Completes the town’s Statement of Taxes after tax roll is complete, files with the WI DOR and provides a 
copy to the Dunn County Treasurer.  Prepares form PA-601 – Signed Tax Roll Certificate for Taxes Levied – 
and provides a copy to the Dunn County Treasurer and the town treasurer 
* Receives and processes tax exempt property information forms in even years; mails report forms out to 
exempt property owners in town; completes and files required reports with the DOR 
________________________________________________________________________________________ 


