


VILLAGE OF BLOOMINGTON
POSITION DESCRIPTION

Position Title: Part-Time, Non-Exempt Deputy Clerk/Treasurer
Department: Administration
Reports To: Village Clerk/Treasurer
FLSA Status: Non-Exempt
Hours: Part-time; approximately 15–20 hours per week with scheduling flexibility

POSITION PURPOSE
The Deputy Clerk/Treasurer provides clerical, financial, and administrative support to the Village Clerk/Treasurer and serves as the legally authorized Deputy Clerk/Treasurer in the absence of the Clerk/Treasurer, in accordance with Wisconsin Statutes. This position supports the continuity of Village operations and assists in ensuring compliance with statutory and administrative requirements.

Approximately four (4) hours per week may be dedicated to providing filing and organizational assistance to the Department of Public Works.

ESSENTIAL FUNCTIONS
The following duties are illustrative and not exhaustive. Additional duties may be assigned.

Clerk/Treasurer Functions
Assists the Clerk/Treasurer with statutory, administrative, and financial responsibilities of the Village
Serves as Deputy Clerk/Treasurer when required, including performing authorized duties during absences
Assists with election administration in accordance with Wisconsin Statutes and state election procedures
Processes utility billing, payments, deposits, and related financial transactions
Assists with accounts payable, receipting, and financial recordkeeping
Prepares and maintains agendas, minutes, ordinances, resolutions, and official municipal records
Maintains records in accordance with public records and records retention requirements
Responds to public inquiries and provides customer service to residents

Department of Public Works Support
Provides filing, document organization, and administrative assistance to the Department of Public Works.

General Responsibilities
Maintains confidentiality of sensitive and legally protected information
Exercises sound judgment and professionalism when interacting with the public, staff, and elected officials
Performs related duties as assigned

QUALIFICATIONS
Required Qualifications
High school diploma or equivalent
Ability to be appointed and sworn in as Deputy Clerk/Treasurer in accordance with Wisconsin Statutes
Ability to maintain confidentiality and handle sensitive information
Strong organizational, written, and verbal communication skills
Ability to work independently and manage multiple tasks
Preferred Qualifications
Clerical, bookkeeping, or municipal government experience
Knowledge of or ability to learn Wisconsin municipal procedures and statutory requirements
Proficiency in Microsoft Office applications (Word, Excel) and Outlook

PHYSICAL DEMANDS AND WORK ENVIRONMENT
Work is primarily performed in an office setting. Requires the ability to sit, stand, and move throughout the office as needed. May require lifting or moving files or office materials weighing up to approximately 25 pounds.

COMPENSATION AND CLASSIFICATION
Part-time, non-exempt position. Hourly wage commensurate with qualifications and experience. Eligible for overtime in accordance with applicable wage and hour laws.

EQUAL OPPORTUNITY EMPLOYMENT
The Village of Bloomington is an Equal Opportunity Employer.
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