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Position Description: Village Clerk 
Revised: June 11, 2020 
 
Summary 
 
Performs a variety of administrative municipal functions and shall have the powers and duties 
provided by Wisconsin Statutes 61.25 and such duties as may be assigned by the Village Board 
and/or the Village Administrator.  
 
Responsible for the custody and maintenance of all official papers and records of the Village as 
required by State Statutes, the administration of all elections held in the municipality, the 
administration of the various licenses issued by the Village, and assistance with carrying out the 
customer service functions of the Village. Work is performed under the general guidance and 
direction of the Village Administrator, while exercising considerable judgment in performing said 
duties. 
 
Essential Duties and Responsibilities 
 

➢ Serves as the custodian of records for the Village, coordinating the preparation of 
current and archived Village records for efficient and effective storage.  

➢ Serves as Chief Election Official, in accordance with Chapter 8, Wis. Stats, for the 
Village and is responsible for coordinating and conducting all elections. Stays aware of 
current legislation and administrative changes via the State of Wisconsin Elections 
Commission (WEC). Attends all necessary training provided by WEC and provides 
training opportunities for all election inspectors and Village staff that assists in the 
election process. 

➢ Responsible for the preparation and publication of agendas in accordance with the Open 
Meetings Law. 

➢ Coordinates publication of approved ordinances and resolutions, as required, and 
coordinates the submission of ordinances for the annual update of the Municipal Code. 

➢ Serves as custodian of the corporate seal and assure the proper use of said seal. 
➢ Responsible for all minutes of the Village Board, and other boards, committees and 

commissions, as assigned. 
➢ Serves on the Board of Review and performs all duties required by Wisconsin State 

Statutes regarding assessment of property, including filing all necessary reports with the 
Department of Revenue. 

➢ Oversee compliance and issuance of liquor licenses in accordance with Chapter 125, 
Wisconsin State Statutes, and the issuance of all other licenses in accordance with the 
municipal code. 

➢ Responsible for being the custodian of assets of the Village, filing insurance claims, 
coordinating property and liability insurance renewals, and re-bidding municipal 
insurance coverage as directed. 

➢ Assist Treasurer with payroll and accounts payable as required by segregation of duties.  
➢ Assists with the collection of property taxes.  
➢ Prepares departmental budget requests on an annual basis. 
➢ Drafts ordinance and resolutions, as necessary, for review by the Village Attorney. 
➢ Certifies road mileage with the Department of Transportation. 
➢ Assists with property and liability insurance renewals. 
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➢ Serves as designated official for the application for and administration of the recycling 
grant program. 

➢ Attends evening meetings as needed, requested or required. 
➢ Other duties required by law and other related duties as assigned. 
 

Education and/or Experience 
 
1. Bachelor’s degree in business management, public administration or related field 

preferred.   
2. At least two years experience as a municipal clerk, deputy clerk or other comparable 

position in the governmental sector.  
3. Combination of education and experience will be considered. 
4. Certified Municipal Clerk certification, or ability to obtain in five (5) years is required. 
5. Must be bondable. 
6. Must have valid driver’s license.  
 

Preferred Qualifications 
 

To perform this job successfully an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or 
the ability required. 

 
1. Thorough knowledge of the functions and organization of municipal government and the 

workings of the Village Board. 
2. Extensive experience in the administration of elections pursuant to Wisconsin law and 

thorough knowledge and understanding of Wisconsin election laws. 
3. Strong working knowledge of WisVote election management system or similar system 

from another state. 
4. Thorough knowledge of, and the ability to apply, Wisconsin liquor licensing laws and 

experience in the issuance of various municipal licenses. 
5. Thorough knowledge of Wisconsin laws and local ordinances related to the duties of the 

office of Village Clerk. 
6. Extensive experience in preparing minutes and other reports related to official 

proceedings of the Village Board and other committees, commissions and boards. 
7. Experience in developing effective working relationships with elected or appointed 

municipal officials. 
8. Experience in customer service and strong knowledge of office management practices. 
9. Ability to maintain confidentiality of information. 
10. Ability to effectively communicate, orally and in writing, in the English language. 
11. Ability to respond to common inquired or complaints from the public, regulatory 

agencies, or staff members. 
12. Ability to write business correspondence, reports, speeches and articles for presentation  

to public groups and the Village Board. 
13. Ability to solve practical and complex problems and deal with a variety of concrete 

variables in situations where only limited standardization exists. 
14. Ability to define problems, collect data, establish facts, and draw valid conclusions. 
15. Good organizational skills and ability to maintain and foster cooperative working 

relationship with peers, supervisors and the public. 
16. Ability to set goals, plan, organize, implement, monitor, and meet deadlines 

independently as well as in a team setting. 
17. Ability to work irregular and/or extended hours. 



 

  3 

18. The ability to utilize various computer programs to access input and retrieve information 
and perform a variety of record keeping functions. 

19. General knowledge of computer hardware and software including software for 
accounting, database, Internet, inventory, payroll, project management, spreadsheet, 
and word processing. Extensive working knowledge of Microsoft Office products. 

20. Ability to maintain confidentiality of all Village business. 
 
Tools and Equipment Used 
 
Personal computer, including but not limited to word processing, spreadsheet, database, 
telephone, calculator, copy and fax machines 
 
Tools and Equipment Used 
 
Personal computer, including but not limited to word processing, spreadsheet, database, 
telephone, calculator, copy and fax machines 
 
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 regularly required to sit; talk or hear; 
stand, walk; use hands to finger, handle or operate objects, tools, or controls; and reach with 
hands and arms. The employee is occasionally required to stoop, kneel, crouch and lift. The 
employee must lift and/or move up to 5-10 pounds. Specific vision abilities required by this 
position include close vision, color vision, and the ability to adjust focus. 
 
Work Environment 
 
Work is performed primarily in an office environment during day shifts and night shifts as 
required. Work is often performed in stressful situations. The employee occasionally works near 
moving mechanical parts. The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
position. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Selection Guidelines 
 
Formal application, rating of education and experience; oral interview and reference check; job 
related tests may be required.  The Village reserves the right to promote from within if qualified 
candidates are currently in its employ.  All applicants may be required to submit to a medical 
examination prior to appointment, consistent with the requirements of the position.  Background 
check of local, state or federal authorities will be conducted for all applicants. 
 
The duties listed above are intended only as illustrations of various types of work that may be 
performed.  The omission of specific statements or duties does not exclude them from the 
position if the work is similar, related or logical assignments to the position. 
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The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 
The Village of Union Grove is an Equal Opportunity Employer.  In compliance with the 
Americans with Disabilities Act, the Village will provide reasonable accommodations to qualified 
individuals with disabilities. 
 
Salary and Benefits 
 
Wage as determined and approved by the Village Board. 
 


