COMMISSIONS CLERK

CITY OF WHITTIER, ALASKA
The City of Whittier, Alaska is seeking a highly capable individual for the position of Commissions Clerk.  This position is open until filled.  Review of applications will begin June 16, 2008.

GENERAL DESCRIPTION:  Under minimal supervision from the Assistant City Manager, serves as a clerk in the city office and is responsible for filing, sorting and distribution of the mail, reception duties, maintaining grant and lease files, and general office work to include duplicating, facsimiles, billing, mailing, and other duties as assigned.  Serves as the clerk for the Planning Commission to include attending meetings, taking minutes, preparing agendas, etc.  Work schedule is generally Mon-Fri, 8:00am - 5:00pm.  On limited occasions, evening and/or weekend work may be required.
KNOWLEDGE, SKILLS AND ABILITIES:  Knowledge of the principles and practices of clerical and general office work including customer service, accounts payable, accounts receivable, and credit card processing.  Excellent written and oral communication skills; problem-solving; and interpersonal skills.  Ability to work under pressure.  Ability to maintain confidentiality.  Ability to use Microsoft Office products including Word, Excel, Outlook, and Access.  
EDUCATION AND EXPERIENCE:  Requires a High school diploma or the equivalent with at least one year experience in an office or records environment.  Prefer a Bachelors degree in Administration or related filed.    
LICENSES AND SPECIAL REQUIREMENTS:  Possess valid Alaska Drivers License or ability to obtain one within 30 days of employment.  As a condition of employment the person selected will be required to submit to a background check, and successfully complete a drug test prior to beginning work.  Must present work authorization identification within three days of hire (INS requirement).  

SALARY:  $15.31 - $18.61/hour DOE.  Excellent benefit package.  
To apply, submit a City of Whittier application, resume, authorization to release information form, a cover letter, and at least three professional references to the Assistant City Manager in City Hall by one of the following methods: in person, mail to P.O. Box 608, Whittier, AK 99693, e-mail to asstmanager@whittieralaska.gov, or fax to 907.472.2404.  Applications are available at City Hall, by emailing asstmanager@whittieralaska.gov, or on the city’s website at www.whittieralaska.gov.  
The City of Whittier is an Equal Opportunity Employer and a drug free workplace.
