


ADMINISTRATIVE CLERK
PART-TIME

NATURE OF WORK

	Under the direction of the City Clerk‑Treasurer, the work involves the performance of clerical, accounting, customer service, and other duties in support of administrative and departmental staff.  This position is part time, not to exceed 29 hours per week without permission of the City Clerk-Treasurer.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Provides first-line and direct customer service to the public;
· Assists the City Administrator, City Clerk-Treasurer, Building Inspector and  Zoning Administrator in performing special projects;
· Assists administrative staff and elected officials with correspondence, filing and public information initiatives;
· Processing City Permits, such as building, pet licenses, venders,  etc.;
· This position may require other tasks and duties related to this position and as needed.

KNOWLEDGE, SKILLS AND ABILITIES

· Skill in meeting the public with courtesy and tact both in person and via the telephone;
· Ability to maintain a cooperative working relationship with other employees and the general public;
· Knowledge of modern office practices and skills in the operation of office machines including the typewriter, calculator, copier, facsimile and postage meter;
· Knowledge of computer technology with emphasis in word processing, excel spreadsheets, power point and web programs;
· Ability to understand and follow oral and written instructions and to formulate detailed working procedures appropriate to objectives desired.
· Good time management skills, communication skills, easy going personality, honest and good work ethic
· Ability to lift and carry file boxes from shelves above head level and from floor level shelves and to perform filing duties in file cabinets from ground to head level;
· Ability to sit and/or stand for long periods of time.

TRAINING AND EXPERIENCE

· Two years of college courses in a related field and 3 years of experience in comparable position desired.										
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