Police Clerk
Full Time

Start $15.73 (2007 rate)

Responsible for the police department’s clerical functions which include the transcription of police reports; data entry; assist public as needed in person, by telephone and through written correspondence; assist Police Chief in a secretarial capacity; and perform all duties included in the position description. Required qualifications: Graduation from high school or GED and ability to type 60 wpm. Desired qualifications: Post high-school courses or comparable experience in typing, clerical, secretarial, computer/word processing. Excellent benefits. Town of Madison application and resume are required. Applications and job description are available at the Town of Madison, 2120 Fish Hatchery Road, Madison, WI 53713, 608-846-7118 or our website www.town.madison.wi.us/police/index.html. Application deadline: No later than 4:00 pm on Friday, December 7, 2007.  EOE

