
TOWN OF MINOCQUA 
 
POSITION: Town Office Secretary 
 
HOURS:  8:30 A.M. to 4:30 P.M., Monday through Friday for a 37.5-hour work week (30-
minute lunch and breaks provided). 
 
SALARY: $15.00-$20.00 per hour based on qualifications and experience. 
 
SUMMARY: Perform reception, clerical and administrative functions such as answering 
phones, greeting and assisting office visitors, payroll, scheduling use of town parks and 
meeting rooms, updating web site, taking meeting minutes and drafting correspondence. 
Provide administrative support to Town Chair, Town Clerk, Town Treasurer, Director of Public 
Works, Police Department and Fire Department as directed. 
 
TASKS: 
 

 Answer telephones and greet the general public in a pleasant and professional 
manner. Answer questions and/or direct calls or individuals to the appropriate 
personnel. 

 Provide counter service to residents. 
 Coordinate and administer all inquiries and reservations for Town facilities including 

parks. Coordinate schedule with parks department. 
 Assist with preparation of Plan Commission meeting agendas/packets and take 

meeting minutes. 
 Act as Secretary of the Minocqua Plan Commission. 
 Receive and sort mail daily and distribute to appropriate individual or department. 
 Order and manage office supplies. 
 Monitor and maintain proper working condition of all office equipment. 
 File vendor invoices, statements and other correspondence and records. 
 Calculate and maintain payroll records; prepare bi-weekly payroll via QuickBooks 

software; prepare and report payroll-related tax. 
 Process invoices for payment. 
 Compile data for reports. 
 Upload meeting agendas, minutes, notices and other information to Town web site. 
 Maintain and assist employees with benefits available to them. 
 Manage all accounts with benefit providers, including ETF/WRS. 
 Monitor and verify usage of all employee Paid Time Off (PTO). 

 
QUALIFICATIONS: 
 

 Previous work in an office environment required. 



 Excellent verbal and written communication skills. 
 Ability to follow complex oral and written directions and work independently without 

supervision. 
 Ability to communicate effectively with the public in a multi-task environment. 
 Ability to operate a multi-line telephone system; advanced computer system skills 

including fluency with MS Office software, QuickBooks payroll and accounting 
software, Email and Email attachments; managing and converting PDF files; copy 
machine; fax machine; postage machine; calculator. 

 Knowledge of payroll procedures and ability to manage payroll process. 
 Use of discretion when handling confidential information. 

 
The information contained herein reflects a general description of the principal functions of this job, the level of 
knowledge and skill typically required and the scope of responsibilities. This should not be considered an all-
inclusive listing of working requirements. Individuals may need to perform other duties as assigned, including 
work in other areas to cover absences or relief. 
 
The Town of Minocqua is an Equal Opportunity Employer. 


