
City	of	Wisconsin	Rapids	
RELIEF	CLERK	

The	successful	candidate	will	provide	clerical	support	to	various	City	departments	on	an	as-needed	basis,	
mainly	during	periods	of	absence	of	full-time	employees.			

This	is	a	temporary,	non-benefits-eligible	position.		The	rate	of	pay	is	$16.25	per	hour.	

High	school	diploma	or	GED	is	required.		Post-high-school	formal	training	in	office	administration,	
including	training	in	Microsoft	Excel,	Outlook,	and	Word,	and	one	year	of	office	experience	are	
preferred.		Must	possess	excellent	verbal	and	written	communication	skills.	

A	complete	job	description	and	application	are	available	at	jobs.wirapids.org.		Please	submit	a	cover	
letter,	resume,	and	application	by	Monday,	June	4,	2018,	to:	

City	of	Wisconsin	Rapids	
Human	Resources	Department		

444	West	Grand	Avenue	
Wisconsin	Rapids,	WI		54495-2780	

or	
Recruitment	@	wirapids.org	

If	you	require	assistance	during	the	application	process,	please	call	715-421-8215.		The	City	of	Wisconsin	
Rapids	is	an	equal	opportunity	employer.	
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The City of Wisconsin Rapids 
Position Description 

 
Position:     Relief Clerk Department: Assessor’s Office, Clerk’s Office, Code 

Enforcement, Engineering, Finance, Fire, 
Park, Police, Street, Treasurer, Wastewater 

FLSA:   Hourly Pay Grade:   $16.25   

Position Type: Temporary Seasonal Reports To:   Human Resources Director 

               
 
Purpose of Position 

This is a temporary, non-benefits-eligible position.  This individual relieves full-time employees, mainly during 
periods of absence, and provides clerical assistance and reception duties for various departments.  This individual 
performs a variety of clerical work to include, but not limited to, data entry, typing, mathematical computations, 
financial transactions, billing, customer service, and computer work. This individual generates and maintains 
various receipts, forms, and reports. This person will perform faxing, filing, copying, scanning, and other related 
duties.  
 
Essential Duties and Responsibilities 
 
The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned. 
 
Types letters and memos from rough draft or may compose these items.  
 
Types meeting agendas and minutes, reports, tables, and other materials as required. 
 
Performs data entry. 
 
Acts as receptionist – answers telephone, takes messages, refers calls to proper individuals, provides information, 
greets visitors, and responds to requests. 
 
Operates various machines, including computer terminal, copy machine, fax, cash register, etc. 
 
Performs basic financial transactions, such as accepting monies for fees, balancing, and making deposits. Handles 
petty cash. 
 
Performs basic calculations for reports and proofing. Maintains various records and performs filing. 
 
Performs related work as required. 
 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
Graduation from high school or equivalent is required.  Supplemental post-high-school formal training in office 
administration and one (1) year of office experience are preferred; or any equivalent combination of training and 
experience. 
 
Knowledge and Skills Required to Perform Essential Job Functions 
 

• Basic knowledge of office practices and procedures is required.  
• Experience using Microsoft Outlook, Word, and Excel is required.  
• Strong written and verbal communication skills are required.  
• Experience using personal computers, laptops, copy/fax machines, and calculators is required. 
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Physical and Mental Abilities Required to Perform Essential Job Functions 

Language Ability and Interpersonal Communication 
 
Ability to analyze and categorize data and information in order to determine the relationship of the data with 
reference to established criteria/standards. Ability to compare, count, differentiate, measure, assemble, copy and 
record, and transcribe data and information. Ability to classify, compute, and tabulate data. 
 
Ability to explain, demonstrate, and clarify to others within well-established policies, procedures, and standards. 
Ability to follow specific oral and written instructions and respond to simple requests from others. 
 
Ability to utilize a variety of advisory data and information, such as fuel system reports, purchase requisitions, 
meeting agendas, minutes, computer software operating manuals, procedures, guidelines, and non-routine 
correspondence. 
 
Ability to communicate orally and in writing and maintain effective working relationships with Department Heads, 
City officials, City employees, vendor representatives, and citizens. 
 
Mathematical Ability 
 
Ability to add and subtract; multiply and divide; and calculate percentages, fractions, and decimals. 
 
Judgment and Situational Reasoning Ability 
 
Ability to use functional reasoning in performing semi-routine functions involving standardized work, with some 
choice of action. 
 
Ability to exercise the judgment, decisiveness, and creativity required in situations involving the evaluation of 
information against measurable criteria and make minor decisions in accordance with departmental policy. 
 
Physical Requirements 
 
Ability to operate a variety of office equipment, such as computer terminal, typewriter, telephone, fax machine, 
calculator/adding machine, computer printer, and photocopier. 

Ability to coordinate eyes, hands, feet, and limbs in performing movements requiring skill and training, such as 
data entry and typing. 
 
Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, 
pushing, and pulling.  
 
Ability to recognize and identify individual characteristics of shapes and sounds associated with job-related 
objects, materials, and tasks. 
 
Environmental Adaptability 
 
Tasks are regularly performed without exposure to adverse environmental conditions. 
 
  
 
The City of Wisconsin Rapids is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and 
encourages both prospective and current employees to discuss potential accommodations with the employer. 
  


