CHIEF DEPUTY COUNTY CLERK
DEFINITION

Under general direction, to assist the County Clerk in administering the activities of the office; acts as a department head in the absence of the County Clerk; supervises the day-to-day operations of the County Clerk’s Office; and performs related duties as required.

EXAMPLES OF DUTIES

Supervises the activities of staff including responsibility for directly making or effectively recommending personnel actions including hiring and probationary decisions, disciplinary actions, adjustment of grievances, performance evaluations, layoffs; trains new employees; oversees employee training and development; assists in development of departmental budget; monitors budgeted expenses; approves and processes bills for payment; serves as payroll clerk; provides analysis of expenditures and revenues; analyzes and reviews procedures and work flow and makes recommendations on improving efficiency and effectiveness; recommends appropriate controls of cash flow; ensures conformance with generally accepted accounting principles; oversees and accounts for all moneys received by department; maintains or supervises the maintenance of official documents, files and records through manual and computerized applications; responsible for overseeing of ballot preparation, printing and distribution; assures proper publication of official legal notices required by law for the department including election notices and County Board legal notices; trains and assists Municipal Clerks regarding elections administration; audit campaign finance reports as required by state statutes and County ordinances; responsible for election management of SVRS (Statewide Voter Registration System) for Dane County municipalities who contract with Dane County;  interprets numerous laws, ordinances, rules to candidates for public offices, governmental agencies and the general public; prepares and arranges for publication of County directory and County Board proceedings; serves as backup for positions in the absence of authorized personnel or during peak work loads; in the absence of County Clerk, and assumes responsibility for the office.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to an Associate degree in business administration or a related field and four years of general office administrative experience that includes supervisory or lead work experience and computerized word/data processing applications, with municipal clerk or county clerk experience preferred.  Plus, possess experience in elections administration, including experience in all Statewide Voter Registration System (SVRS) software required applications.  Possess experience and/or training in computer software applications as well as fiscal and other records management with computerized applications.

Knowledge, Skills and Abilities:  Knowledge of and ability to interpret state statutes; advanced knowledge of computerized data and word processing applications; knowledge of processes and operations of office of County Clerk; knowledge of modern office concepts and practices; knowledge of generally accepted accounting principles; a thorough and working knowledge of all federal, state and county laws, rules, ordinances and demonstrated ability to perform related work pertaining to elections; possession of effective oral and written communication skills; ability to train, direct and monitor the work of others; ability to work independently and to establish and maintain cooperative working relationships with intergovernmental agencies, officials, news media and the public; ability to develop and write policies and procedures; ability to analyze work operations and make recommendations on improving efficiency and effectiveness; ability to effectively present information in written and oral form; ability to maintain accurate and complete records and prepare clear, detailed reports.

Special Requirements:  Clerk certification through IIMC or WMCA desired.  Must have or be eligible for a valid Wisconsin driver’s license and have access to reliable personal motor vehicle transportation.  Must be available for occasional evening work.
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