DEPUTY CLERK/TREASURER - VILLAGE OF LAC LA BELLE
DATE POSTED:
Thursday, October 29, 2026
DEADLINE:
Open until filled
POSITION OBJECTIVES:
The Deputy Clerk-Treasurer is a full-time position and assists the Clerk-Treasurer with the planning and coordinating the activities of the Clerk’s Office, assists in the managing of resources and establishes departmental goals and objectives while delivering efficient and effective public resource services to the community. The Deputy Clerk-Treasurer fills in for the Clerk-treasurer when absent and supports the day-to-day operations of the Clerk’s Office.

DUTIES AND RESPONSIBILITIES:

▪	Assists the Village Clerk in performing specialized clerical and administrative work in the maintaining of official Village records.
▪	Assist in voter registration and all aspects of administration of elections in WIS Vote. 
▪	Prepare meeting agendas and materials for Village Plan Commission Meetings and attend monthly meetings.
▪	Answer phone calls and respond to the public.
▪	Assists with public record requests.
▪	Assist in the preparation of billing invoices for services rendered.
▪	Assist with receiving and disbursing Village Money. (a) Except as provided in s. 66.0608.
▪	Assist with the processing of accounts payable.
▪	Assist with all purchase invoices and enter their coding into the computer system.
▪	Assist in the preparation of state and federal tax reports and statements.
▪	Assist in the preparation of the annual W2’s and 1099’s.
▪	Help Clerk retain all public records that are required per Wis. Stats. and/or Federal regulations.
▪	Serves as a Notary Public.
▪	Assist with the issuance of any license or permit granted by the Village Board when presented with a receipt from the Village Treasurer indicating that any required fee has been paid.
▪	Perform Clerk duties in the absence of the Village Clerk-Treasurer. 
▪	Perform all other duties as assigned by the Village Clerk-Treasurer.
Other duties:
▪	Conduct banking transactions and reconciliations for Village accounts.
▪	Review all purchase invoices and ensure their proper encoding in the computer system by the Clerk.
▪	Prepare payment vouchers (checks) and disburse after approval of the expenditure by the Village Board.
▪	Process payroll checks for distribution.
▪	Assist with the filing of quarterly and annual employment tax reports to the Federal and State.
▪	Attend all Village Plan Commission meetings. and various training sessions, meetings and seminars as directed by the Village Clerk-Treasurer or Village Board.
▪	Perform all tax collection duties required of the Treasurer under Chapters 70-79: Page 1 of 3.
▪	Collect tax payments, refund over payments of taxes, balance tax collections and prepare tax collections reports.
▪	Assists with the preparation of the tax roll including special charges, assessments and delinquent bills, prepares statement of taxes, tax settlement and coordinates contract for mailing of tax bills to property owners.
▪	Perform other duties or projects as assigned by the Clerk-Treasure, Village Administrator or Board.
Statement of Other Duties Disclaimer:
The preceding job description has been designed to indicate the general nature and essential duties and responsibilities of work performed by employees within this position. It may not contain a comprehensive inventory of all duties, responsibilities, and qualifications required of employee to do this job. 


MINIMUM REQUIREMENTS:
Degree preferred, but considerable administrative experience including a minimum of three (3) years of experience in municipal government, or equivalent combination of related education, training and experience that provides the required knowledge, skills and ability may be considered in lieu of a degree.
Thorough knowledge of the statutory clerk and treasurer functions; preferably as evidenced by Wisconsin Municipal Clerks Association (WMCA) certifications.
Thorough knowledge business english, grammar, punctuation and arithmetic.
Thorough knowledge of the functions, laws, rules, regulations and policies of the Village Board or ability to acquire such knowledge during a reasonable period of training.
Knowledge of accounting practices and fund accounting.
Knowledge of payroll, employee benefit systems including health, life, dental, disability insurance, deferred compensation, Section 125 Plans and the Wisconsin Retirement System.
Ability to maintain confidentiality and make responsible decisions in accordance with established policies and procedures.
Ability to prioritize, organize, and perform work independently, and to manage multiple priorities and projects.
 
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 accommodation 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 at a computer work station for a considerable period of time and talk or hear using electronic communication devices.
Ability to communicate effectively orally and in writing. Ability to deal with the public efficiently, tactfully, and courteously.
Ability to establish and maintain effective working relationships with other employees, public officials, and the general public, and to effectively and discreetly convey information.
Performs diverse clerical work including confidential assignments and handles a variety of administrative details, which involves contact with various village officials, representatives of outside agencies, and the general public.

Work environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is moderately noisy.
Hours of work: 8:00 AM to 4:00 PM; additional hours will be required on election day and may be required to fill in at various night meetings.
BENEFITS:
Salary range: $25.00 to $30.00 - DOQ
Benefits: Health Insurance, Dental Insurance, Life Insurance, Income Continuation Insurance, Wisconsin Retirement System, Vacation/Sick/Personal/Holiday Paid Time Off and Wisconsin Deferred Compensation.
Submit resume with three professional references to: clerk@laclabelle-wi.gov
