Appointed Town TREASURER Position
 Qualifications:

Education and Experience:

Graduation from high school, office administrative or related experience, preferably in a public agency or an equivalent experience sufficient to successfully perform the essential duties of the job as listed below.
Physical Requirements and Working Conditions:

Must possess mobility to work in a standard office setting and to use standard office equipment, including a computer, and to attend meetings at various sites within and away from the Town; strength to lift and carry materials weighing up to 20 pounds; vision to read printed materials and a computer screen; and hearing and speech to communicate in person and over the telephone.
Desired Knowledge of or the ability to learn of: 

· Functions, authority, responsibilities and limitations of an elected Town Board;

· Functions, services and funding sources of a municipal government;

· Laws, codes and statutes related to Town records;

· Records maintenance practices and procedures;

· Computer applications related to the work;

· Applicable federal and state laws, codes, ordinances and regulations;

· Techniques for effectively representing the Town in contacts with governmental agencies, community groups and various professional, educational, regulatory and legislative organizations;

· Techniques for dealing with a variety of individuals in person and over the telephone. 

Skill in: 

· Preparing financial reports;
· Understand basic accounting principals;

· Self-motivated independent worker;
· Maintain up to date financial records;

· Ability to multi-task and prioritize work that needs to be completed;

· Organization and planning for completion of projects;

· Assisting in the preparation of budgets;

· Interpreting codes and laws related to Town records;

· Maintaining Town records, including filing, storage, retrieval and disposal;

· Developing effective interpersonal relationships with a variety of people;

· Using office equipment and computers and related software applications; 
· Communicating effectively with co-workers, officials and the general public to exchange or convey information and to receive work direction. 

Examples of Key Duties: (Duties are illustrative and not inclusive and may vary with individual assignment.)

· Maintain regular office hours at the Town Hall.
· Receive and prepare numbered receipts for all town revenue.

· Deposit all monies in town’s depository ASAP.

· Prepares financial reports for the Town Board’s information monthly and provide this information for board members to review one week prior to monthly meeting if possible.

· Receive and review monthly bank statements and reconcile with Town accounts.

· Mail real estate and personal property tax bills, after having them printed and folded.

· Coordinate with county to mail recycling information with tax bills.

· Collects all real estate and personal property taxes, special assessments, special charges, etc., prepares receipts, and balances daily collections and deposits funds in town’s depository.

· Issues dog licenses and maintain records on all dogs housed in the town.

· Disburse dog license fees in February and November to Winnebago County and Town of Omro.

· Computes tax disbursement in January, February and August, prepares and mails checks to the various taxing jurisdictions.

· Issues burning permits to town residents and collects the fee.

· Prepares title searches upon request by title companies.

· Attends WTA training / information meetings several times each year.

· Cooperates and supports the work of the Town Board.

· Provides information to the Audit Committee, and be available to answer questions.

· Attends Town Board Meetings

· Tracks accounts receivables

· Maintains Town official records file, ensures that documents are recorded and filed properly and oversees the monitoring, archiving and destruction of documents. 

· Performs other duties of a similar nature or level. 

· Perform reasonable additional duties as requested by the Town Board.
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