CITY OF MONTELLO
Treasurer/Deputy Clerk Position 
updated 10/2025

General Statement of Duties
The City of Montello Treasuer/Deputy Clerk is an appointed position and reports to the Clerk, Mayor and Common Council. This position is responsible for statutory requirements outlined in Wis. Stat. 62.09 (9). Key responsibilities include collecting and disbursing city money, managing tax rolls and collections, keeping detailed financial records and creating, managing and maintaining the city budget. 

Normal work hours required for this position will be eight (8) hours per day, five (5) days a week, Monday through Friday between the hours of 8:00 a.m. and 4:30 p.m., with one-half hour lunch.

The position may require attendance at Finance Committee and Council Meetings and other meetings and activities outside normal work hours as required by law or ordered by Council.

Wisconsin State Statue 62.09 (9) Treasurer
The duties of the Treasurer are as defined under Wisconsin State Statutes 62.09 which read: 

· Except as provided in s. 66.0608 (3m), the treasurer shall collect all city, school, county, and state taxes, receive all moneys belonging to the city or which by law are directed to be paid to the treasurer, and pay over the money in the treasurer’s hands according to law.
· The treasurer shall keep a detailed account in suitable books in such manner as the council shall direct. The treasurer shall keep in a separate book an account of all fees received. The treasurer’s books shall at all reasonable times be open to inspection. 
· The treasurer shall each month at the first meeting of the council and as often as it shall require make to the council a verified report of moneys received and disbursed and of the condition of the treasury. Ten days before each regular city election the treasurer shall file in the clerk’s office a full and minute verified report of moneys received and disbursed, tax certificates, vouchers and other things of pecuniary value in the treasurer’s custody, and of all transactions of the treasurer’s office from the date of the preceding like report.
· The treasurer may receive no compensation except the salary fixed by the council. If the treasurer sells property for the payment of taxes, the treasurer may also receive any fee a constable would receive for this service. The treasurer shall deposit all other fees he or she collects into the treasury at the end of each day.
· Except as provided in s. 66.0608 (3m), the treasurer shall deposit immediately upon receipt thereof the funds of the city in the name of the city in the public depository designated by the council. Such deposit may be in either a demand deposit or in a time deposit, maturing in not more than one year. Failure to comply with the provisions hereof shall be prima facie grounds for removal from office. When the money is so deposited, the treasurer and the treasurer’s bonders shall not be liable for such losses as are defined by s. 34.01 (2). The interest arising therefrom shall be paid into the city treasury.

Treasurer/Deputy Clerk Duties & Responsibilities

Key Responsibilities
· Financial management: Oversee all accounting functions, including the general ledger, accounts payable, and accounts receivable. Prepare vouchers and issue checks for general government, water and sewer utilities, and all other municipal accounts. 
· Reporting: Prepare and present monthly and annual financial reports and assist with the annual audit and required state and federal reports such as expenditure restraint reporting, levy limit worksheet, and statement of taxes. 
· Budgeting: Assist in the preparation of the annual city budget. 
· Investment and cash flow: Determine the city's cash needs, invest idle funds according to policy, and manage the city's investment portfolio. 
· Compliance: Ensure compliance with all relevant state and federal laws and regulations. 
· Debt: Administer and manage city loans and debt repayment. 
· Record keeping: Maintain accurate and organized financial records for the city. 
· Payroll: Process and administer payroll, including retirement and tax information, preparing W2’s.
· Prepare 1099’s.  
· Employee Benefits: Work with clerk regarding employee benefits through Wisconsin State Health Insurance program and Wisconsin Retirement System. 
· Reporting: prepare bi-weekly, monthly, quarterly, and year-end reports on employee benefits and taxes, to include monthly WRS and Health Insurance on-line reporting.

Tax Collection
· Preparation of annual tax letter to accompany tax bill. 
· The city treasurer is responsible for collecting general property taxes, special assessments, and other charges listed in the tax roll.
· Prepare special assessments for tax roll or title and real estate companies. 
· The municipal clerk will deliver the tax roll to the city treasurer.
· Settle all collections received with local taxing jurisdictions and Marquette County. 

Common Council,  Finance Committee Meetings, Budget Hearing
· Prepare and present monthly treasurer report to present at Common Council and/or Finance Committee Meeting.
· Attend Special Finance Committee Meetings and Budget Hearing pertaining to annual budget preparation and approval. 

Additional Duties & Responsibilities
· Act as the deputy clerk by assisting and completing tasks that are outlined in the City of Montello Clerk Job Description. 
· Animal and dog licensing as outlined in local, county and state statues and ordinances. 
· Collect and distribute mail 
· Take deposits to the bank. 
· Conduct Notary duties as needed
· Implement records management procedures and provide public records as requested. 
· Assist in maintaining City record filing system. 
· As needed by the Mayor or Common Council, composes, types and edits a variety of correspondence, reports, memoranda, and other material which at times includes confidential information requiring judgment as to content, accuracy, and completeness.
· Assist in maintaining the City Website 
· Provides public records and information to citizens, civic groups, the media and other agencies as requested or advised by the City Clerk. 
· [bookmark: _Hlk212455646]Other duties that may be assigned by Mayor, Common Council or Clerk, including assisting other Departmental staff when necessary. 







Experience & Qualifications
· At minimum an associate degree in Accounting, Finance or related field from an accredited college and/or a minimum of five years related work experience, preferably as a municipal or deputy municipal treasurer; or any combination of training and work experience that would likely provide the required knowledge and abilities.
· Knowledge of generally accepted accounting principles. 
· Knowledge of the laws and regulations applicable to municipal financial responsibilities of municipal governmental budgeting, investing, and financing 
· Skill in recommending, coordinating, implementing, and maintaining financial information systems.
· Considerable skill in presenting information and recommendations clearly and concisely.
· Ability to read, understand, and interpret contracts, budgets, financial statements, accounting policies and procedures, and audit reports. in writing with people at various levels both within and outside the organization.
· Must be bondable
· Notary Public license and a valid State of Wisconsin driver’s license
· Capable of certification in election administration responsibilities
· Competent in the use of Microsoft Office products and able to learn or use other position specific software. 
· Strong interpersonal skills, organization and communications skills including the ability to establish and maintain working relationships with officials, employees and the public
· Ability to maintain records efficiently and accurately
· Must remain non-partisan and maintain neutrality when interacting with the public in an official capacity. 
· Ability to read and explain City policy, municipal code, and interpret State Statutes
· Maintain attention to detail and ability to complete tasks accurately and thoroughly. 
· Shall be required to maintain confidentiality in matters where confidentiality is required.
· Carryout job responsibilities with minimum direct supervision. 

Benefits & Salary
· Wisconsin Retirement System
· Health Insurance
· Life Insurance
· Paid Sick and Vacation Time Off
· 12 Paid Holidays Annually 
· Pay based on experience & qualifications
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