
Clerk II – City of St. Francis

Are you looking for a new role with advancement potential? A variety of duties with no two days the 
same? A culture that sets you up for success? Read on!

The City of St. Francis is seeking candidates for a full-time Clerk II role. The Clerk II processes payroll 
and supporting documentation for all City of St. Francis employees as well as maintain property, 
liability, and workers compensation insurances; customer service including but not limit to assisting 
with process of payments, answering phones and distribution of mail.

Qualified candidates will possess the following:

 Attention to detail and be capable of completing projects with little or no direct supervision
 Ability to communicate effectively, professionally, and diplomatically in verbal and written form
 Ability to work effective with a variety of people in difficult or problem situations
 Ability to establish and maintain efficient working relationships with co-workers, property 

owners and general public
 Ability to exercise sound judgment, initiative, and independent decision-making skills
 Ability to recognize and maintain confidentiality

Job requirements include:

 High school diploma or equivalent
 Two years of customer service experience
 Experience in dealing effectively and professionally with the public and stakeholders as 

required
 Valid driver’s license

We prefer:

 Payroll and accounting experience
 Municipal experience 
 Knowledge and experience of governmental procedures and practices

We offer the ability to learn and grow in this challenging role, a generous benefit package including 
Wisconsin Retirement, health insurance and income continuation insurance, a great location with 
easy access off 794, an exceptional team of coworkers with whom you’ll guide process improvements 
and have a bit of fun. The pay range for this position is $20-$25 per hour depending on qualifications. 

To apply:  Send a completed City of St. Francis job application (https://stfranciswi.org/employment) 
along with a resume to:  Anne B. Uecker, MMC/WCPC

City Clerk/Treasurer
3400 East Howard Avenue
St. Francis WI 53235

Or email it to: anne.uecker@stfranwi.org 

Application Deadline: March 15, 2024


