Job Notice IN COUNTY

—-.__,...-"""-—-___ : lf ';!Hr"{‘-‘ﬁ."-.;’ﬁ!
PR o N e S _
CCT “rj( ¢lr F/Q_(_J‘ =l (715) 672-6242

WWW.CO.pepin.wi.us

Deputy Clerk of Circuit Court and Deputy Register in Probate

This position is primarily responsible for assisting the Clerk of Circuit Court and Register in Probate to
discharge the duties as defined in Wisconsin Statutes and assist in the day-to-day management of the
Court’s administrative functions on a fill-in basis. This position must have knowledge of legal
terminology, court proceedings, office practices and procedures and requires confidentiality of records
in accordance with the laws of the State of Wisconsin and office policy. In the absence of the Clerk of
Circuit Court or Register in Probate, assume the duties and responsibilities of the office.

Duties and Responsibilities:

e High School diploma, associate degree in business, accounting, paralegal, or related field is
preferred

e Two years’ experience in a court-related or legal office setting is preferred

e Professionalism; effective communication skills; tactful; detail oriented

e  Ability to multitask and work under duress

e Knowledge of legal terminology

e Cash management and accounting skills

e Proficient computer and data entry skills including email with knowledge of Microsoft Word and
Excel

e Ability to readily respond to changing circumstances and expectations

The 2026 Wage scale for the position is $22.51 - $25.73 per hour dependent on experience. This is a
part-time fill-in position working on an as needed basis.

Application forms may be obtained at: www.co.pepin.wi.us or by contacting Pepin County personnel
department at 715-672-8704. Completed applications should be emailed to mweiss@co.pepin.wi.us or
mailed to PO Box 39, Durand, WI 54736.

First application deadline July 14, 2026

Pepin County is an equal opportunity employer
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