Customer Service Clerk: Full Time
JOB POSTING

The City of Evansville is looking for an energetic, friendly and out-going person to fill our Customer Service Clerk position.  This position requires multi-tasking, providing support for the office staff at City Hall, and handling the needs of our residents at the counter or over the phone.   This position works primarily 7:30am to 4:30pm with an hour lunch, Monday through Friday.  

Examples of Work (illustrative only):
· Responds to requests by the public for information, including but not limited to, record search, title search, city information, licenses, permits, meeting schedules, tax bills, assessments, mill rate, elections, and making copies.  
· Processes requests for reservations of park shelters and other park facilities.  
· Acts as a cashier, including daily cash counts, preparation of daily deposit slips for review and other related cash receipting procedures.  
· Processes applications for all permits and licenses, including operator licenses issued by the City, except liquor and malt beverage licenses, in accordance with applicable state statute or City ordinance.  
· Assists the City Clerk with conducting and administering elections.  
· Assists with receipt of payments of utility bills, processes payment agreements, creates daily deposits and downloads meter reading data in the absence of the Accounting Technician and Customer Service Specialist. 
· Processes cemetery lot sales, maintains ownership records and answers questions about cemetery policies.  
· Website and calendar updates.  


Job standards (acceptable experience, training and education):
· High school diploma /GED is a minimum.  
· A minimum of one (1) year of related experience, or equivalent combination of related education, training and experience that provides the required knowledge, skills and ability.  Experience in an office setting, handling money, customer accounts, and using Microsoft Office products is highly preferred.

Pay
Salary for this position is $14.75 - $16.25 an hour at 40 hours a week.  Benefits such as health, dental, sick time, retirement, vacation time, and more are provided.  Final compensation will depend on qualifications.  

Deadline
[bookmark: _GoBack]The first deadline for review and interviews is June 24th at 1:00pm.  Position remains open until filled.  Personal, professional and criminal reference checks may be required.  

Mail all applications and/or resumes` to:
City of Evansville – Customer Service Clerk
PO Box 76
Evansville, WI 53536

Deliver all applications and/or resumes` in a sealed envelope marked “Customer Service Clerk Position” to:
City Hall
31 South Madison Street
Evansville, WI 53536

Direct your questions to Ian Rigg at 608-882-2263/ian.rigg@ci.evansville.wi.gov 


City of Evansville is an Equal Opportunity Employer.

