Executive Assistant – City of Evansville, Rock County (population 5,051) www.ci.evansville.wi.gov is seeking candidates for the position of Executive Assistant.  Duties include payroll data entry, processing fringe benefits payments and tax payments, reconciling bank statements and ledger accounts, assisting with budget preparation and assembling documents for yearly audit,  tracking employee training, assisting with employment related contracts including collective bargaining strategy, maintain property insurance records and processing claims, assisting with elections and updating the city’s website.  Qualified candidates will possess an associate’s degree in accounting and have thorough knowledge of modern accounting methods and practices.  A combination of education and experience may be considered.  The ideal candidate will have experience in municipal accounting, payroll processing, property and liability insurance, and be computer literate.  A strong work ethic, customer service attitude, and excellent interpersonal skills are essential.  Full job description is available on the city’s website.  This is an exempt, non-represented position.  Annual salary range is $33,000 - $37,000, plus benefits, DOQ.  Send cover letter and resume with professional references postmarked by April 5, 2013 to City Clerk-Treasurer Judy Walton, City of Evansville, PO Box 76, Evansville, WI 53536 or e-mail judy.walton@ci.evansville.wi.gov.  Confidentiality cannot be guaranteed for finalists.

The City of Evansville is an Equal Opportunity Employer.
