Town of Mazomanie Clerk’s Job Duties – Salary $20,000/year, enrollment in  Wisconsin Retirement System, pro-rated health insurance.  Work schedule, except for 2-6 on Tuesdays, the work schedule is at your discretion.
	Elections
	Register voters, maintain registrants in SVRS

	
	Prepare and Post election notices/reports including elections results reporting

	
	train election workers

	
	Maintain election equipment

	
	Serve as resource on election day

	
	Provide meals for election workers

	
	Stay abreast of WI election law

	
	Send out absentee ballots as needed

	
	Maintain list of permanent/military absentees

	
	Insure the town hall is compliant with all accessibility regulations

	
	Recruit election workers--Schedule workers for all elections

	
	Maintain maps of school districts and town addresses for election/other purposes

	
	Publish/run caucus/prepare all documents for candidate/prepare ballots in SVRS

	
	Insure that all election equipment is maintained on a regular basis 

	
	Send out notices for public test, and type A,B,C,D for every election

	
	Perform public test of election equipment

	
	Record voters after each election into SVRS 

	
	print poll books/mark school districts

	
	Cost survey after each election

	
	Maintain poll book/ fix any mistakes/school district problems

	
	4 year voter maintenance, address maintenance, annexation maintenance

	
	Track military electors in SVRS

	Budgets
	Prepare annual budget, keep board up to date on budget throughout the year

	
	Present annual budget to board and town residents

	
	Prepare and Post budget meeting notices

	Monthly financial 
	Reconcile monthly bank statements

	
	Prepare disbursements

	
	Prepare monthly financial report including disbursements and deposits

	Annual Financial 
	Prepare form CT for the Department of Revenue

	
	Prepare annual financial report for board 

	
	Prepare tax year financial report for tax payers.

	
	Unemployment  qtr reports     

	
	Withholding (941) qtr report s   

	
	Wt-7 annual reconciliation report

	
	W-2’s 

	
	WRS annual reconciliation

	
	Purchase/keep up to date on financial/payroll software

	Personnel
	Stay abreast of changes in Wisconsin Retirement System requirements

	
	Stay abreast of changes in Fed and State law regarding employees

	
	Maintain adequate, secure personnel files

	
	Prepare annual wage and tax statements

	
	Communicate with/supervise patrolman regarding his hours, work, the way he accounts for the money he spends, what he spends and when it’s spent.

	
	Maintain, distribute, adhere to personnel policy set by Town Board

	
	Wrs monthly contributions

	
	Unemployment quarterly reports

	
	Track comp time for patrolman, prepare paychecks for all employees

	Communications
	Respond to residents inquiries regarding any topic they want to discuss

	
	Respond to all open records requests

	
	Respond to e-mails, correspondence for board

	
	Maintain adequate, cordial relations with all state and county agencies that the town does business with, in particular the county Clerk’s office and Dane county zoning.

	
	Forward e-mails and other communications to board and commission members as needed

	
	Maintain contact info for board, supervisors, election inspectors, vendors and other resources.

	Board of Supervisors
	Prepare and Post meeting notices

	Land Plan Commission
	Prepare agenda, track topics, consult with chairs

	
	Take minutes, post to the web site

	
	Follow through on instructions of supervisors/commissioners after each meeting

	
	Write/organize ordinances as required

	Boatlanding
	Make sure the patrolman is maintaining the boatlanding properly

	
	Make or purchase required signs

	
	Arrange for portapotties to be installed and removed

	
	maintenance report for reimbursement by the DNR

	Roads
	Along with patrolman survey roads and rank according to quality

	
	Submit road rating to State Department of Transportation

	
	Update town map biannually

	
	Prepare/post/mail road bids to prospective bidders

	Annual Meeting

	Prepare and Post meeting notices

	
	Prepare minutes of meeting

	
	Prepare annual report

	
	Provide refreshments

	
	Purchase Plaque/gift certificate/ send picture to paper for citizen of the year

	Recycling/Transfer site
	Write grant application for annual grant

	
	Prepare report on annual 

Recycling achievements

	
	Print transfer site tags

	
	Prepare labels for residents, bills for non residents and tags for non-residents

	
	Prepare billing for residents on tax bills

	Web Site
	Keep it up to date

	Mobile Homes
	Prepare annual bills for each mobile home owner

	
	Prepare license and bill mobile home park owner

	Asssesments/taxation
	Prepare milrate, statement of taxes, tax roll certificate, PILT worksheet

	
	Write/print town info sheet to be included with tax bills.

	Computers
	Maintain/purchase all office equipment including computers

	
	Keep passwords to all programs secure yet available (in case of unavailability of clerk)

	
	Backup computers to insure town data

	Office Maintenance
	Keep the office clean

	
	Maintain records/files of all activities in neat and orderly fashion

	
	Maintain organized files of all town issues

	Assessments/charges 
	Fill out forms for title companies for real estate transfer

	Scholarships
	Send notices to schools 

	
	Arrange meeting to decide on recipients

	
	Verify grades/send checks to recipients

	Alcohol Licensing
	Do Background checks on operators, submit prospective applicants to the board

	
	Send licensing requirements to town establishments

	
	Prepare operators and establishment licenses

	
	Alcohol license report to the state of Wisconsin (on-line)

	Board of Review
	Serve as clerk of BOR

	
	Maintain training for BOR

	
	Schedule BOR and open book with assessor

	
	Review assessment roll for accuracy

	
	Keep absolute and precise minutes of BOR

	
	Communicate  options/process to property owners

	Insurance
	Make sure that all town property is adequately insured

	
	Purchase/investigate insurance options

	
	Purchase liability and workers comp insurance

	
	Prepare annual workers comp audit

	
	File insurance claims in a timely manner


