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OFFICIAL POSITION ANNOUNCEMENT: Deputy Clerk 

 
POSTING TYPE:   General – OPEN TO THE PUBLIC 

POSTING DATE:    September 23, 2019 

APPLICATION DEADLINE:  October 11, 2019 UPDATED DEADLINE 

WAGE RANGE:   $17.50 - $19.50 Depending on Qualifications 

 
GENERAL PURPOSE: This position assists the City Clerk in the following areas of the Clerk’s duties: 

administration of elections; care and custody of municipal records; issues City-required licenses; processes 

various payments; serves as backup secretary to the Common Council and other committees as needed; 

provides assistance to all other City departments as directed by the Clerk; administers oaths of office.   Work 

is performed under the general supervision of the City Clerk.    

 

Qualifications 

Required Education and Experience: 

 High school diploma, GED or equivalent, and must be 18 years of age by start date of this position; 

Associate’s Degree in Business Administration or related field is preferred; three or more years of 

experience in an administrative setting  

 A valid Wisconsin Driver’s License with an acceptable (insurable) driving record 

 Must be able to read and write English proficiently in order to maintain safety procedures 

 A minimum of one (1) year working in a customer service related job 

 Demonstrate aptitude for job duties 

 

Application Process 

Applications and a detailed position description may be obtained at both City Hall or by visiting the City of 

Ashland website www.coawi.org/Jobs.aspx. 

 

Please submit your application in one of the following ways: 

 Paper Copy: City Hall, 601 Main Street West, Ashland, Wisconsin, or call 715-685-1603 to speak 

with the HR Director. 

 Online: Visit the City of Ashland website and submit an application through our online process. 

Please go to www.coawi.org/Jobs.aspx to access an application. 

 Email: Interested candidates may also submit a City of Ashland Employment Application to 

jobs@coawi.org. 

Application deadline is October 11, 2019 at 4:00 p.m. 

 

The City of Ashland does not discriminate on the basis of sex, race, creed, color, national origin, sexual orientation, age or 

disability in employment or provision of service, programs or activities. 

 

Ashland City Hall 
601 Main Street West 
 Ashland, WI 54806 
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