
Administrative Assistant 
Immediate Opening 

 
The Village of Summit, has an immediate opening for an Administrative Assistant.  This position is approximately 15-20 
hours per week requiring flexible scheduling between the hours of 8:00 AM - 4:00 PM, later hours may be required on 
election nights or during tax collection season. The current wage range is $18 - $18.72 per hour dependent upon 
qualifications and experience.  This position does not receive benefits.  
 
The Administrative Assistant will provide support and assistance to the Administrator-Clerk/Treasurer’s office, and other 
departments, by performing tasks including, but not limited to:  cash receipting, tax collection assistance, posting 
agendas and notices, accounts payable and receivable activities,  utility billing, assisting with election duties, licensing, 
record keeping, and serving as staff support.  
 
Successful candidate should possess prior experience in an office setting, work experience in a municipal clerk’s office or 
other municipal experience as well as accounting/bookkeeping skills, will be beneficial.  Candidate should be flexible 
regarding work schedule, be comfortable handling and reconciling monetary transactions, maintain composure under 
pressure and possess strong interpersonal skills to provide superior customer service to property owners, developers, 
Village Board, and co-workers. Must have a friendly, positive, and professional attitude.   
 
Computer skills are critical; working knowledge of Microsoft Office applications is required. Candidate should be 
comfortable with using and learning new technology.  This position requires attention to detail, the ability to multi-task, 
work independently and in a small team environment. The level of responsibility and hours will vary, especially during 
elections and tax collection.  The Administrative Assistant reports to the Village Administrator-Clerk/Treasurer and fills in 
when the Deputy Clerk/Deputy Treasurer is absent.    
 
If you would like to join a small group of exceptional employees in a growing municipality, look no further than Summit!  
 
The deadline for applications is November 7, 2022 at 4 pm.  Please complete the employment application on the website 
(www.summitvillage.org) or call to have an employment application mailed or e-mailed.  A resume and cover letter are 
also required.  Submit employment documents to: 
 
Village of Summit 
Debbie Michael, WCMC 
Administrator-Clerk/Treasurer 
37100 Delafield Road 
Summit WI 53066 
administrator@summitvillage.org 
 

 
The Village of Summit is an Equal Opportunity Employer. 


