
Village Clerk 

 

The beautiful Village of Fontana-on-Geneva Lake, Walworth County, WI (Population: 

1,872 full time, 6,000+ seasonal) is seeking candidates that are passionate about the clerk 

profession and local government to work as part of its dynamic administrative team. 

 

Responsibilities of the position include those listed in the Wisconsin State Stats. §61.25, 

election administration, agenda and board packet preparation, attendance and record 

keeping at meetings, records management, permits and licensing, open records requests, 

and compliance with the open meetings law. Other functions of the position include, but 

are not limited to, processing variance requests, posting public hearing notices, website 

maintenance, utility billing and payment collection, tax collection, and providing 

excellent customer service to residents and the public. Position requires working several 

evenings per month. 

 

The successful candidate shall have experience working in municipal government or a 

related field, hold certification as a WCMC or IIMC or the ability to become certified 

within one year; a bachelor’s degree in public administration is preferred. The candidate 

must also possess excellent communication and computer skills, a strong interest in the 

public sector and customer service, have some experience with municipal treasurer’s 

duties, and must perform well under pressure and meet deadlines. 

 

The Village offers a very generous benefit package and the position’s salary range is 

$40,000 - $65,000 DOQ.  Interested candidates must submit a cover letter, resume, and a 

Village application form along with references to the Village Administrator Theresa 

Loomer, PO Box 200, Fontana, WI  53125 or by email to: tloomer@vi.fontana.wi.gov.  

This position is open until filled.  
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