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Village of Wind Point 
 

JOB DESCRIPTION 

_____________________________________________________________ 

 
Position Title:    Assistant to the Deputy Clerk 

Department/Location:              Village Hall Administration Office 

Reports To:     Utility Clerk and Village Administrator. 

Employees Supervised:  None.  

Interrelationships:   This employee has frequent contact with the public, 

employees, department heads, property owners, vendors, 

and public officials.  

______________________________________________________________________________ 

 

Position Summary: 

The Assistant to the Deputy Clerk is the initial contact with people contacting Village Hall, 

either in person or over the telephone. This position provides information and directions, 

receives financial transactions, provides clerical support, and assists in Village wide projects. 

 

Essential Job Functions: 

1. Receive visitors at Village Hall and greet them appropriately and answer questions. 

Examples of tasks include, greeting people coming to the office, inquire as to purpose or 

business, answer questions and provide information to the extent practical, contact staff 

to inform them of person wanting to see them, take messages where appropriate and give 

directions. 

 

2. Answer incoming telephone calls and answer questions and/or direct to the proper 

department or person. Other examples of tasks include answer calls, answer questions 

when practical, take messages and refer calls to appropriate staff/departments. 

 

3. Accept collections with accurate record keeping of monies received. Examples of tasks 

include accept collections for license fees, dog tags, receipts from departments, rents, 

invoices, Water Utility/Sewer payments, looking up Water Utility/Sewer payment 

records in computer, taxes; provide receipts when appropriate; type invoices, maintain 

files and reconcile receipt of invoice payments. 

 

4.  Distribute, accept, and record forms and applications as required. Examples of tasks 

 include hand or mail out application forms, receive fees, maintain licensing records; type 

 licenses for bartenders, electricians, tree trimmers, garbage and refuse collectors, 

 cigarette, soda, and other sundry licenses and permits; and answer related questions. 

 

5. Perform a variety of clerical, office support and record keeping assignments. Examples 

 include: office mail (receive, sort, distribute incoming mail; deposit outgoing mail), order 
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 supplies (order from vendors, maintain records for central supply system and fill 

 departmental requisitions), register voters and assist at elections, maintain and reconcile 

 annual inventory records, type Resolutions and Ordinances into proper record books and 

 transcribe minutes, search for published advertisements in official newspaper and 

 maintain file book, and maintain calendar schedule of reservations  

 

6.  Assist other departments as requested. Examples include assist with reception and 

 telephone answering, research, answer questions, provide information, filing, typing, and 

 copying. 

 

7. Perform additional projects or administrative support as assigned. 

 

9. Assist in record retention/retrieval for Village departments. Example tasks include Enter 

and scanning documents into network. 

 

Other Duties: 
1. Maintain knowledge and skills in telephone systems, general knowledge of Village 

departments, basic bookkeeping, use of computer to access Utility records, office 

equipment and procedures. 

 

2. Aid other departments as requested. 

 

 

Qualifications: 

1. Education: High School Diploma, post-secondary education or vocational training 

preferred 

 

2. Experience: Experience or proven aptitude with customer relations is required. Computer 

skills (MS Office Suite) and knowledge of general office equipment are required.  

 

Personal Attributes Required: 

Must possess basic knowledge of Village government/departments and utility bill payment 

records. Must demonstrate the ability to establish and maintain effective relationships by using 

appropriate interpersonal skills. Must be able to understand and respond appropriately and 

accurately to oral instructions. Must be able to assume responsibility and work with a high level 

of independence. Must have knowledge of good grammar, spelling, punctuation, and basic math 

abilities. Must be able to maintain self-control under stressful situations without exhibiting 

negative behaviors.  

 

Essential Physical/ Mental Requirements: 

1. Must be able to sit for prolonged periods, with or without back support. 

 

2. Must be able to perform light work, frequently lifting 10 pounds without assistance. 
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3. Must be able to communicate effectively with citizens and employees both in person and 

over the telephone to provide information and assistance. 

 

4. Must be able to move throughout the facility with occasional travel within the village. 

 

5. Must be able to reach in all directions and bend/stoop to use office equipment and filing 

system. 

 

6. Must have dexterity and hand/eye coordination necessary to use keyboard and office 

equipment. 

 

7. Visual activity requires the ability to tolerate periods of close paperwork and use of 

computer screen.  

 

8. Hearing activity requires the ability to participate in numerous conversations throughout 

the workday both in person and over the telephone. 

 

9. Must be able to complete job duties in an environment where some background noise and 

frequent interruptions are the norm. 

 

10. Must have the ability to maintain concentration and focus on multiple activities that are 

going on at the same time. 

 

11. Must demonstrate ability to utilize basic math skills of addition, subtraction, 

multiplication, and division. 

 

12. Must be able to communicate effectively both orally and in writing, follow instructions, 

and be able to comprehend written material or directions. 

 

 

Interested individuals should send a cover letter, resume and 

3-5 references to info@windpoint.org.  Please call us with 

any questions. 262-639-3524. 
 
The above statements are intended to describe the general nature and level of work being performed by the person 

assigned to this position. Essential job functions are intended to describe those functions that are essential to the 

performance of this job, and other job functions include those that are considered secondary to the overall purpose of 

this job. 

 

This job description does not state or imply that the above are the only duties and responsibilities assigned to this 

position. Employees holding this position will be required to perform any other job-related duties as requested by 

management. All requirements are subject to modification to accommodate individuals with a disability. 

mailto:info@windpoint.org

