
Job Description for Village Clerk/Treasurer 

*The Village clerk's main responsibilities include maintaining and safeguarding the Village's 

records, and collecting such moneys as are required by statue. The Village Clerk's office duties 

may include, but are not limited to the following: 

 The collection of fees for and issuance of licenses and permits. 

 The collection of moneys for utility services, such as water/sewer, refuse, etc., and 

the deposit of all moneys collected in the designated village account and the accounting for such 

moneys received. 

 The preparation of board meeting agendas and attendance at meetings as directed, and the 

reporting of the result of those meetings (minutes). 

 The filing of all Village records and that they are safeguarded at all times. 

 The processing of Village claims for payment. 

 The reporting of unpaid utility fees that require water/sewer services to be disconnected. 

*The Village treasurer's main responsibilities include establishing the Village's financial 

accounting and reporting systems. The treasurer is the custodian of all village moneys and must 

account to the board and the State of Nebraska for all moneys received, expended and remaining 

on hand. The Treasurer's duties may include, but are not limited to the following: 

 The Treasurer is required to account for all moneys received and expended and to report 

monthly to the Board of Trustees on the status of such moneys/funds. 

 The Treasurer pays the bills and debts of the Village as directed by the Board of Trustees. 

 The Treasurer is responsible for keeping a balanced checkbook for all bank accounts, and 

entering all transactions into a computerized bookkeeping program as approved by the 

Board. 

 The Treasurer is responsible for maintaining an accurate and complete record of each 

account receivable for utility services (water/sewer). 

 The Treasurer is responsible for the supervision of the Village's Payroll function 

including applicable Federal and State payroll taxes. 

 The Treasurer works with auditors at year-end and assists with generating reports 

necessary for the audit. 

 The Treasurer performs such other duties as are prescribed by the Board of Trustees 

and/or the Mayor. 

Clerk/Secretary/Treasurer for the Village of Manley will be responsible for receiving all 

correspondence and notifying the Mayor of anything that requires a timely response.  

The Clerk/Secretary/Treasurer must be skilled in computer programs such as Microsoft Office 

that includes Excel, Word and Power Point. 
 


