
City of Westby 

Clerk/Treasurer 

Job Description 

 

Job Title 

Clerk/Treasurer 

 

Department 

Office 

 

Description of Work 

Performs administrative work conducting the daily business of the City of Westby including 

financial management and statutory clerk functions.  Prepares budgets and implements city 

policies. Keeps records of all council proceedings, handles correspondence on behalf of the city, 

prepares agendas and executes any assignments given by the council. Has official responsibility 

for accounting for all receipts and disbursements in regards to city funds. Prepares a variety of 

financial records. Is responsible for payroll and investments.  

 

Supervision Received:  

 

Works under the general supervision of the Mayor and City Council. 

 

Supervision Exercised: 

 

Works in cooperation with the Director of Public Works to oversee personnel policies and 

procedures.  

 

Typical Duties Performed  

 

The listed examples may not include all duties performed by the person in this position. Duties 

may vary from time to time and at the discretion of the Mayor or City Council.  

 

Customer Service 

 

Receives requests, complaints and information from the public and transmits to staff and/or 

council to process as needed. Handles when required. 

 

As required, answers city phones and provides information and assistance to the public on 

request. Assists them by answering questions, researching records, directing them to the 

appropriate person or recording and transmitting messages to city staff or officials. 

 

May need to assist Westby Electric and Water customers with bill payment or questions as 

needed.  

 

 

 



Accounting/Finance 

 

Manages the investments of city funds and provides status, activity and performance reports to 

the council. Invests funds in accordance with sound financial practice. 

 

Develops annual city budget with input from Mayor and City Council. Presents budget to the 

City Council for review and adoption, and monitors expenditures.  

 

Prepares accounts payable and receivable transactions for posting. Verifies account information, 

provides accounts payable list for council approval, generates checks for bill payment and signs 

checks.  

 

Maintains and processes payroll for city employees, council, park and rec employees, pool 

employees and election workers. 

 

Reconciles city bank accounts and Norseland Nursing Home bank account. Makes deposits to 

the bank. Deposits and transfers money between accounts.  Maintains updated information in all 

accounts and ensures all accounts are balanced. 

 

Works with auditors at year-end. Generates reports and presents all financial data as required for 

the audit.  

 

Administrative Duties: 

 

Works with DPW to coordinate information flow between the Council and city staff and assist 

city departments and council members as needed. 

 

Performs the duties of the municipal clerk and municipal treasurer as broadly stipulated by 

Wisconsin State Statute. 

 

Maintains the public trust by keeping information confidential as appropriate. 

 

Attends regular and special council meetings and records council minutes; prepares agendas and 

monthly reports for meetings; organizes and maintains records of minutes, ordinances and 

resolutions.  

 

Conducts the necessary research and provides support materials to aid council in making 

informed decisions. Carries out assignments or directives of the City Council.  

 

Publishes all legal notices, files and preserves all contracts, bonds, and oaths.  

 

Attests the Mayor’s signature on official documents wherever required and maintains 

responsibility for the City Seal. 

 

Administers oaths. 



Obtains certification for Board of Review and attend two mandatory meetings each year to 

address conflicts regarding assessments.  

 

Maintains confidential personnel files.  

 

Files insurance claims, including workman’s comp claims, on behalf of the City.  

 

Does filing, labeling, copying and mailings as needed. 

 

Oversees and processes applications for cigarette, liquor, beer and various permits. 

 

Assists in researching grants and completing grant and loan applications, administers grant 

money that is received. 

 

Monitors all contracts entered into by the city. Assures that a desired level of service is provided 

to the city.  

 

Assists Westby Police Department and Bekkum Memorial Library in their accounts payable 

process and budget allocation.  

 

Responsible for assuring compliance with federal and state mandates, (OSHA, Right to Know, 

Records Retention, etc). 

 

Purchases supplies and equipment as needed. 

 

Frequent contacts with insurance agents.  

 

Makes arrangements for registrations or lodging as needed for employees attending training 

conferences and seminars.  

 

File reports and maintain all records regarding the TIF Districts. 

 

File monthly, quarterly, and annual reports regarding payroll, health and dental insurances, 

deferred compensation, life insurance, AFLAC, and retirement.  

 

Taxes 

  

Prepares the tax roll and tax notices required by the State of Wisconsin.  

 

Assists the City Assessor in maintaining property assessment records 

 

Tracks unpaid assessments and coordinates record keeping with Vernon County. 

 

Makes property tax settlements with the County Treasurer and turn over to school district and 

other taxing units their proportionate share of the property tax collections. 

 



Elections 

 

Attends all required trainings and obtains all required certifications to become a Certified 

Election Inspector.  

 

Administers local elections in accordance with state and county requirements. 

 

Oversees elections, notices, scheduling and training of election workers and maintains election 

records. 

 

Purchases and maintains supplies and equipment used for elections. 

 

Knowledge, Skills and Abilities 

 

Strong accounting skills preferred. 

 

Considerable knowledge or municipal financial management including investment of funds, 

accounting, payroll, billing practices and financial record keeping.  

 

Knowledge of City Code, ordinances, resolutions and policies. 

 

Knowledge of state and county elections procedures and operations. 

 

Knowledge of laws, rules and regulations affecting city government. 

 

Considerable ability to perform mathematical calculations and maintain accurate and complete 

records and files.  

 

Ability to communicate effectively both orally and in writing with city staff, state and county 

officials, elected officials and the public. 

 

Must be highly motivated to prioritize work, research and solve problems. 

 

Knowledge to prepare a variety of financial reports and to prepare and oversee administration of 

the city budget. 

 

Considerable ability to represent the city in a professional, courteous and efficient manner.  

 

Skill in operating office equipment with speed and accuracy.  

 

Considerable ability to handle money. 

 

Must be detail oriented, adaptable, flexible, and a quick learner.  

 

 

 



 

Position Requirements:  

 

Education: A minimum requirement of a technical college degree in accounting, finance, 

office management or related field.  

 

Experience: Previous clerical experience required. Knowledge of municipal practices 

preferred. 

 

Office Equipment: Must be able to operate most office equipment and software such as fax, 

copy machine, computer (Excel, Microsoft Word, Outlooks) and 

telephone. Experience with Dynamics valued.  

 


