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JOB DESCRIPTION 
 
POSITION: Deputy Clerk-Treasurer    APPROVED: 07/17/2015 
DIVISION: Clerk-Treasurer’s Office 
 
CITY DIVERSITY STATEMENT: 
The citizens of Janesville choose this community, not just as a place to live, but as a place 
to realize life’s opportunities. We strive to sustain a community culture where differences 
are recognized, understood, and appreciated. As such, the City of Janesville recognizes the 
importance of developing an environment where diversity is not merely accepted but 
embraced and celebrated. As public servants, we believe everyone has the right to be 
treated with dignity and respect. To this end, we will diligently recruit and retain the most 
talented employees in an environment that fosters maximizing one’s potential. Therefore, 
we encourage individuals from all backgrounds, perspectives, and experiences to consider 
employment with the City of Janesville and serve the residents of “Wisconsin’s Park Place”. 
 
OBJECTIVE: 
Under general supervision, assists the Clerk-Treasurer in Office operations and 
administration, Treasury Management, Notes and Accounts Receivable, Elections, 
Licensing, Utility Billing, Property Taxes, Special Assessments, and Board of Review, 
consistent with federal and state law as applicable.   
 
RELATIONSHIPS: 
Reports to:  Clerk-Treasurer 
 
Supervises:  Utility Billing Clerks, Account Clerks, Customer Service Representatives and 
Cashiers/Switchboard Operators. Has work contacts with City elected and appointed 
officials, division staff, department and division heads and staff, bank officials, outside 
governmental agencies, registered voters, and general public. 
 
ESSENTIAL  DUTIES: 
1. Responsible for the day-to day operations of the Clerk-Treasurer’s Office. 
2. Reconciles monthly bank statements, which includes deposits from multiple 

departments, electronic transfers of funds, general vendor and payroll checks, and 
electronic fund transfers. Prepares corresponding journal entries. 

3. Manages City Council approved current and/or deferred special assessment ledger 
including billing, payment, or placement on tax roll. 

4. Assists in the preparation of the tax roll with special assessments, tax levies, and tax 
rates.  Completes related and required reports. 

5. Reviews property tax receivables, including personal property tax and special 
assessments, to the trial balance and makes corresponding journal entries. 

6. Acts as System Administrator for the City’s computerized cash receipting system. 
7. Responds to public inquiries and provides information on property taxes, 

assessments, property descriptions, City records, ordinance information, and City 
Council agendas. 
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8. Balances cash drawers as necessary, voids improper transactions, and records 
correction. 

9. Responsible for the collection of accounts receivable; acts as liaison with third party 
Collection Agency. 

10. Supervises and evaluates Utility Billing Clerks, Customer Service Representatives 
and Cashiers/ Switchboard Operators.  Trains new employees and coordinates daily 
assignments with employees in the division. Makes hiring and discipline 
recommendations to the Clerk-Treasurer. 

11. Responsible for tracking and coordinating public record requests in accordance with 
City Policy. 

12.      In accordance with State Statutes, prepares required election notices, processes 
nomination papers and campaign notices, prepares election ballot and election 
procedures. Instructs persons in the set-up of voting machines.  Trains pollworkers. 
Assists on resolving problems that may arise on election day. 

13.      Attends regular and special meetings of the City Council.  Takes minutes of these 
meetings and records City Council actions and votes.  Prepares minutes for City 
Council review. 

14. Ensures compliance with Wisconsin Open Meeting Laws for public meetings. 
15. Files various federal and state required reports in compliance with laws and 

regulations. 
16. Acts for Clerk-Treasurer as necessary. 
17. Other duties as assigned or required during regular and non-business hours. 
 
REQUIREMENTS: 
1. Ethical, honest, and respectful.  
2. Bachelor's degree in Accounting, Finance, Public Administration or related field. 
3. Minimum of three years of increasingly responsible accounting and bookkeeping 

experience, including supervisory experience. 
4. Thorough knowledge of the State Statutes, City Ordinances, laws, rules and 

responsibilities related to the Clerk-Treasurer Office. 
5. Good knowledge of modern governmental accounting practices and management. 
6. Good knowledge of modern public or business administration procedures and 

practices. 
7. Good ability to professionally plan and direct office employees and activities.  
8. Exhibits a strong record of team-building, including a reputation for dealing fairly and 

effectively with all people. 
9. Good knowledge in personnel administration, employee relations, and financial 

management. 
10. Good knowledge of the functions and organization of municipal government. 
11. Good knowledge and skills in the use of computer systems and computer 

information services.   
12. Ability to make decisions in accordance with laws, regulations and established 

procedures. 
13. Ability to establish and maintain effective working relationships with City elected and 

appointed officials, division staff, Department and Division Heads and staff, outside 
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governmental agencies, registered voters, bank officials, and general public. 
14. Ability to keep clear, concise and accurate records and City Council meeting 

minutes. 
15. Ability to communicate effectively in verbal and written form; ability to explain 

administrative policy and procedures. 
16. Ability to create and maintain reports for the City Council and Administration. 
17. Very good attention to detail and accuracy of work. 
18. Very good ability to manage multiple projects simultaneously. 
19. Ability to organize, plan, research projects and programs, make recommendations, 

and successfully implement once approved. 
20. Must be reliable, steady, timely, and proactive in completion of duties. 
21. Good ability to prepare journal entries and billings, process payments, reconcile data 

bases and accounts and analyze data. 
22. Ability to accurately complete and maintain required Federal and State records and 

reports. 
23. Ability to work in a fast-paced environment with fluid priorities and multiple, 

sometime competing, work assignments. 
24. Ability to perform duties with considerable judgment and initiative under very limited 

supervision. 
25. Ability to maintain confidentiality; demonstrate tact and decorum; and exemplify a 

positive, welcoming, respectful, and friendly attitude to all. 
26. Knowledge of general accounts receivable process, including invoice preparation 

through the payment of invoices. 
 
EQUIPMENT, INSTRUMENTS OR MACHINES: 
Personal computer, calculator, Microsoft Office applications, and voting equipment. 
 
PHYSICAL FACTORS:  
Normal conditions of office environment. 
 


