COUNTY CLERK
DEFINITION

As Department head (elected official), the County Clerk will oversee all operations and administration activities and make policy decisions for the County Clerk’s Office; and perform related duties as required.

EXAMPLES OF DUTIES

Manage and supervise the activities of staff including responsibility for making personnel actions including hiring and probationary decisions, disciplinary actions, adjustment of grievances, performance evaluations, layoffs; train new employees; oversee employee training and development; develop the departmental budget; monitor budgeted expenses; provide analysis of expenditures and revenues; analyze and review procedures and work flow and make recommendations on improving efficiency and effectiveness; recommend appropriate controls of cash flow; ensure conformance with generally accepted accounting principles; oversee and account for all monies received by department; maintain or supervise the maintenance of official documents, files and records through manual and computerized applications; responsible for ballot preparation, printing and distribution, maintain the preparation and testing of election prom packs and test decks for all Dane County municipalities; assure proper publication of official legal notices required by law for the department, including election notices and County Board legal notices; train and assist Municipal Clerks regarding elections administration and statewide voter registration and HAVA requirements; interpret numerous laws, ordinances, rules for candidates in public office, governmental agencies and the general public; prepare and arrange for the publication of County directory and County Board proceedings; perform statutory duties regarding tax levy certification; oversee the administration of the marriage licensing process; supervise, coordinate and participate in the implementation of the administrative processes and recordkeeping associated with the operations of the County Board to include:  assembling and tracking diverse materials for presentation, preparing minutes and recording actions of the Board; develop and recommend effective recordkeeping mechanisms to post, categorize and track Board actions; as requested, research Board actions and prepare summary reports; attend board meetings to record and/or facilitate the conduct of legislative business; audit candidate financial statements, nomination papers and petitions; research and recommend voting equipment for Dane County to include HAVA equipment for the disabled; provide data entry and recordkeeping services for relier municipalities in accordance with the negotiated Memorandum of Understanding signed with each municipality; accept applications, prepare licenses and approvals from various State agencies before issuing licenses as per State Statutes and County Ordinances; and maintain files and balance fees with the County Controller.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to a Bachelor’s degree in business administration or a related field and five years of office administrative experience that includes supervisory or lead work experience and computerized word/data processing applications.  Plus, possess extensive experience and/or training in elections administration with related computer software applications as well as fiscal and other records management experience with computerized applications.

Knowledge, Skills and Abilities:  Thorough 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; knowledge of supervisory practices and techniques; 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:  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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