TOWN OF PUTNAM

Municipal Complex
200 School Street
Putnam, Connecticut 06260
Telephone: (860) 963-6800

Job Posting
WPCA Clerk
August 2026

The Town of Putnam, WPCA is accepting applications for the position of Clerk within the WPCA Office. Performs
a variety of professional administrative support related to the operation of the WPCA. Responsible for
reviewing requests for requisition, purchase orders; and invoices for accuracy and mailing checks to the applicable

vendors.

This full-time, hourly, union position is set for 35 hours per week with a pay range based on the Town Hall Unit
Union Contract for Clerks between $19.63 - $29.47.

Minimum Qualifications:

1. 2 years' experience in public or private finance and accounting responsibilities, or any equivalent
combination of training and experience which provides the following:

o Knowledge of the principles and practices of accounting and financial management

e Knowledge of applicable federal and state laws, statutes, and regulations, including Connecticut
General Statutes and accepted standard municipal accounting practices.

o  Skills with computer programs including financial processing systems, document creation and
management.

e  Ability to establish and maintain complex files and records systems.

e Ability to compose clear and correct written correspondence and reports; ability to effectively present
information verbally and respond to questions from government officials, community service
providers, vendors, customers/residents, and the general public.

e Possess a strong understanding of Outlook, Word, Excel, and the ability to become proficient in other
PC based software.

e  Ability to effectively work with staff and the public.

e  Ability to problem solve with minimum supervision.

Essential Functions:

Financial management using the WPCA’s financial software, Infinite Visions and Muni-link

Processing the weekly invoices for payment, ensure that proper documentation is submitted for payment.

Maintain Vendor W-9’s and send out Cert-134’s as needed.

Responsible for filing the year end 1099’s (e-filing will need to sign up on the IRS website for access to

submit forms).

5. When processing invoices a list of items will be required for items that would be considered a Fixed Asset,
1.€., the Vendor name, Purchase Order #, dollar amount.

6. Coordination with other Town departments for budgeted expenditures, including the tracking of open
purchase orders and year-end close out as applicable.

7. Assistance and preparation for annual budget, including entering Department account information, and

during annual audit.
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8. Coordination with other Town departments for budgeted and actual revenues.

9. Update WPCA website page per Finance Director’s information.

10. This position is expected to be split between Town and WPCA following initial training, at the direction of
the WPCA Superintendent and Town Administrator. Duties assigned by the Town may include several
Town departments.

11. May assist with duties in various departments as needed.

12. All other duties assigned.

Work Environment and Physical Demands:

This job operates in a professional office environment with regular related field work. This role routinely involves
standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. The physical
demands here are representative of those that must be met by an employee to successfully perform the essential
functions of the job. Reasonable accommodation may be made to enable individuals with disabilities to perform the
essential functions. While performing the essential functions of this job, the employee is frequently required to stand,
walk; use hands and fingers, handle or operate objects, controls, or standard office equipment, reach with hands and
arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell. The employee must occasionally lift and/or
move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception, and the ability to adjust focus.

Other Duties:

Please note this overview is not designed to cover or contain a comprehensive listing of functions, activities, duties,
or responsibilities that are required of the employee for this job. Functions, duties, responsibilities, and activities
may change at any time with or without notice.

EEOC Statement:

It is the policy of the Town of Putnam to provide equal employment opportunity to all persons regardless of age,
color, national origin, citizenship status, physical or mental disability, race, religion, creed, gender, sex, sexual
orientation, gender identity and/or expression, genetic information, marital status, status with regard to public
assistance, veteran status, or any other characteristic protected by federal, state or local law. In addition, the Town of
Putnam will provide reasonable accommodation that do not present an undue hardship, for qualified individuals with
disabilities.

Position will remain open until filled. Please send cover letter and resume to
mariah.clifford@putnamct.us
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