Town of Mazomanie Treasurer Job Duties: Salary $7000/year. No particular office hours except a few hours a day close to end of the year and the end of January.  No benefits.
	Job
	Breakdown
	Total Hours

Per year
	

	Taxes
	 Mail out tax bills
	10
	in December

	
	Prepare listing of property taxes by owner for the annual report
	2
	In April

	
	Make sure addresses for taxpayers are current
	10
	Throughout the year

	
	Receive tax payments from property owners.  Enter information into county based tax software system.  Prepare records of daily tax collections
	40
	Mostly in Dec and  Jan 

	
	Stay abreast of WI tax law as it relates to towns
	10
	Throughout the year

	DOG licenses
	Mail dog licenses to dog owners who pay the fee
	10
	Mostly in Jan but occasionally throughout the year

	
	Reconcile dog license fees with Dane County and determine town payment for licenses
	2
	In October

	Monthly financial reporting
	Reconcile monthly financial statement, keep check register in Quicken
	25
	Monthly before the board meeting

	
	Mail out monthly disbursements to town vendors
	12
	Monthly before the board meeting

	
	Attend monthly board meeting
	0
	Paid per diem- $35/mtg.

	Deposits
	Physically take all town deposits to bank in a timely fashion
	15
	weekly

	
	Record all deposits and maintain records of them
	50
	weekly

	
	Total Hours/year-not including board meetings which are already reimbursed on a per meeting basis.
	186
	

	
	
	
	

	
	
	
	


