
 
 

 
 

 
 
 
 

 

 

Position Title:  Town Clerk  Date:  May 2021 
Reports to:  Town Administrator   Employment Status:  Exempt 
 
GENERAL STATEMENT OF PURPOSE: 
The Town Clerk is an appointed position, which involves a variety of administrative, clerical, and 
secretarial responsibilities in accordance with Wisconsin State Statutes 60.15 and 60.33 and Chapter 
2 of the Town of Ledgeview Municipal Code. 

NATURE OF WORK  

Maintains all public records including ordinances, resolutions, minutes, and certifications; oversight of 
municipal election process; coordination with elected and appointed officials on development of 
information necessary for various public meetings.  Work involves effective coordination and 
collaboration with Town departments and elected and appointed officials.  Work is performed under 
the direction of the Town Administrator and reports, as required, by Wisconsin state law to Town 
Chairperson and Town Board on applicable matters.  Position requires the exercise of judgment, 
initiative and discretion based upon knowledge of Wisconsin state law and municipal administrative 
and/or operating policies and procedures. 

ESSENTIAL JOB FUNCTIONS                

Over-arching. Develops administrative policies and procedures for various Town processes, so that 
consistency is maintained and integrated. 
 
Exercises discretion, initiative, and independent judgment toward achievement of organizational 
objectives. 
 
Records Related. Serve as the custodian of all municipal public records including the Town code, 
ordinances, resolutions, and minutes of public meetings, contracts, intergovernmental agreements, 
legal opinions, and other comparable documents.  Ensures that public meeting minutes are developed 
and maintained in accordance with Wisconsin state law.   
 
Serves as custodian of official Town records and public documents; performs certification and 
recording for the Town as required on legal documents and other records requiring such certification; 
seals and attests by signature to ordinances, resolutions, and contracts, easements, deeds, bonds or 
other documents requiring Town certification; catalogs and files all Town records. 
 
Administers the issuance of municipal licenses in accordance with applicable Town ordinances and 
other regulations. 
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Files ordinances and resolutions of the Town Board and oversees the codification of ordinances into 
the municipal code.  
 
Elections Related. Oversees the municipal election process.  Ensures election administration adheres 
to state and local laws.  Takes steps to publish all appropriate public notices in accordance with state 
law.  Conducts and reports on the official canvass of election results.    
 
Manages the Town’s Statewide Voter Registration System.  Responsible for poll worker recruitment, 
training and scheduling. 
 
Meetings Related. Prepares and publicizes meeting agendas, bid and other advertisements, and legal 
notices of public hearings and special meeting in accordance with Open Meetings Laws.  Works closely 
with elected officials, Town Administrator, Town Attorney, and other department heads to maintain 
organizational alignment that results in developing the appropriate language for ordinances and 
resolutions. 
 
Attends regular and special Town Board meetings.  Prepares an accurate recording of the proceedings, 
including minutes publication with the proper legislative terminology, recording, indexing, filing for 
ease of public record and/or   information distribution, as requested. 
  
Works closely with Town Administrator, Department Heads and other staff on preparation of 
materials and information for the Town Board meeting and other committee/commission meetings so 
that meeting content and deliverables are clear.   
 
Serve as the Clerk of the Board of Review to ensure proper statutory requirements are met and to 
maintain  the official records of the Board of Review    
 
KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of legal terminology in the development of legal notices, ordinances, resolutions, and 
contracts. 
 
Familiarity with or can interpret Wisconsin state law as it pertains to the duties of the Clerk.  
 
Perform duties independently, ethically, professionally, accurately, with considerable discretion in 
accordance with organizational objectives. 
 
Emotional intelligence applied to meeting and dealing with the public. 
 
Multiple techniques for handling stressful situations and interruptions. 
 
Professional judgement related to the maintenance of confidential information. 
 
Prioritization that enables effectively completing deadline-based work that on occasion, requires 
working beyond a normal 8:00 to 4:30 schedule. 

 
Interpersonal communication effectiveness, both verbally and in writing, that establishes and 
maintains successful working relationships. 
 



 
 
Knowledge of change advocacy that results in workplace innovation and positive change. 
 
Current, valid Drivers’ License. 
 
Familiarity with the operation of a variety of office equipment. 
 
Applied knowledge of standard work process integration and simplification. 
 
Bondable. 

MINIMUM EDUCATION AND EXPERIENCE        

An Associate or Bachelor’s degree with coursework in public administration, political science, 
community development, business or a related field or an equivalent combination of experience is 
required.  The ideal person will have a Municipal Clerks Certification or the ability to obtain it within 
three (3) years of employment. Three to five years of increasingly responsible, professional and 
administrative experience is preferred. 

PHYSICAL DEMANDS 

 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit and talk or hear.  The 
employee is occasionally required to walk; use hands to finger, handle, or feel objects, tools, or 
controls; and reach with hands and arms. 
 
The employee must occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by 
this job include close vision and the ability to adjust focus. 
 
The noise level in the work environment is usually quiet to moderate. 
 
 


