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March 28, 2018

TOWN OF CAMPBELL

La Crosse County
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2219 Bainbridge Street, La Crosse, WI  54603

Phone:  608/783-0050

Facsimile:  608/779-9396

Email:  campbellwi@townofcampbell.org 
FULL-TIME OFFICE CLERICAL
The Town of Campbell has an immediate opening for a full-time office clerical. Responsibilities include, but are not limited to:

· Preparing letters, memos, reports, proposals, notices, bills, and other documents; which may include typing, filing, copying, sorting, transcription, and other clerical activities.
· Collections of payments for Town services including, but not limited to, tax payments, special assessment payments, application fees, building permits, license fees, and records requests.  

· Answering telephone calls and providing customer service to both internal and external customers.  

· Assists Town Clerk with voter registration and absentee ballots as needed for elections.  

· Schedule of the Community Center and Ball Park rentals.  

· Assisting with basic zoning and building permit applications.  
· Other duties as assigned by the Town Clerk or Town Board.  
Qualifications:

· Associates degree required; Bachelor’s degree preferred or 5 years’ experience in a relevant field.  
· Customer service and cash-handling experience preferred.
· Working knowledge of computers, Microsoft Word and Excel and basic office equipment.
· Ability to maintain a professional demeanor; calmly approach and solve problems under stressful circumstances; and be flexible required.

· Working knowledge of Wisconsin municipal operations including elections, licensing, and public records.  

· Excellent organizational skills required, including the ability to maintain organized, complete records and files, and prepare reports from such information.  

Starting pay range of $15.00-$17.00/hr.  Work hours Monday, Wednesday, Thursday 8:00am-4:30pm; Tuesday 8:00am-6:00pm; and Friday 8:00am-3:00pm.
Applications are available at the Campbell Town Hall, 2219 Bainbridge St., La Crosse, WI  54603 during normal business hours or on our website:  www.townofcampbell.org  

Deadline to receive application and resume is April 20, 2018 @ 3pm and should be submitted care of: Clerk Chadwick Hawkins, 2219 Bainbridge St., La Crosse, WI  54603.  
The Town of Campbell is an Equal Opportunity Employer

