
EQUAL OPPORTUNITY and E-VERIFY EMPLOYER 

If you have experience providing administrative assistance with a wide variety of record keeping duties; we encourage you to 
apply for the Deputy Clerk position with the Wisconsin Court System. This position is part of a dynamic team that has overall 
responsibility for overseeing case data including the eFiling project. 

LOCATION: Madison, Wisconsin. Certain positions with this Department may allow remote work for a portion of their 
work schedule, depending on the needs of the position and the work unit. This topic may be discussed in 
the interview process. The position is headquartered in Wisconsin and selected candidates may be expected 
to report to office locations in Wisconsin on short notice. Employees residing outside the state of Wisconsin 
are not eligible for full‐time remote work. 

SALARY: The starting salary is $57,886 to $62,046 annually, with a State of Wisconsin benefits package. Salary will be 
determined based on the selected candidate’s qualifications and experience. 

RESPONSIBILITIES: 
1) Oversees and maintains all the record keeping systems on all cases in the Wisconsin Appellate Court System.
2) Disseminates information regarding the rules and procedures of the Wisconsin Appellate Court System. 3) Develops
quality assurance procedures and processes to improve the overall quality of SSCA services. 4) Responsible for contributing to
the strategic vision, program, and policy manuals. 5) Provides back‐up assistance to Publications Clerk and other staff
members when required. 6) This position includes duties as the Publications Clerk, along with backing up the other districts
when necessary.

QUALIFICATIONS: 
Preferred: 1) Degree/Certificate in Paralegal studies, or related field. 2) 4 of years of relevant experience. 
3) Considerable knowledge of the Wisconsin Statutes, Court procedures, and policies, legal documents, and terminologies.

SPECIAL REQUIREMENTS: 
1) Employment will require a criminal background check.

TO APPLY:   
Please submit a cover letter and resume in a single .pdf document indicating the position #24-2410 Deputy Clerk to 
human.resources@wicourts.gov.  All materials should address your relevant education, experience, and skills as it relates to 
the qualifications and special requirements listed above.  Failure to follow these procedures may result in your 
disqualification.  

DEADLINE:   
In order to be assured consideration, applications must be received by 11:59 PM on March 22, 2024. The Wisconsin Court 
System will provide reasonable accommodations to qualified applicants when requested. For additional information on the 
court system visit our website at www.wicourts.gov. 

Notice: Upon request, all prospective employees can obtain a copy of the Equal Employment Opportunity Utilization Report. 
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