Date Posted: 04/22/2014
Department:  Clerk and Recorder
Job Title: Entry Level Clerk

Location: Kiowa, CO
Salary: $2106.00/Monthly

*This position will close on the 5th of May, 2014 at 5:00 p.m.*

Elbert County is an Equal Opportunity Employer

If interested, please submit applications and resumes to:

Elbert County Office of Administrative Services
Attn: Candace Meece
215 Comanche St.
PO Box 7
Kiowa, CO  80117

Or email:

Candace.meece@elbertcounty-co.gov

If you have any questions please contact Candace Meece at (303) 621-3150


ELBERT COUNTY GOVERNMENT
Clerk and Recorder
JOB DESCRIPTION

JOB TITLE: Entry Level Clerk
_____________________________________________________________________________________
  
  EXEMPT: Non-Exempt                                                                                 DEPT: Clerk and Recorder
[bookmark: _GoBack]  SALARY: $25,272/annual                                
 
PREPARED BY: Clerk and Recorder	DATE ORIGINATED: 4/2014
 APPROVED BY:  Clerk and Recorder                                                          DATE REVISED: N/A   


DEFINITION OF WORK:

This position provides support to the Offices that make up the Clerk and Recorder department.  This position will be expected to perform a broad range of administrative duties for the Clerk and Recorder and other staff members.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
(The following examples are illustrative only and are not intended to be all-inclusive)

· Manages incoming and outgoing mail and other forms of correspondence
· Extensive phone work, including incoming and outgoing calls
· Responsible for ordering supplies
· Purges outdated and/or obsolete records
· Assists with deposits and basic accounting as needed
· Develops letters, memoranda, summaries, reports and other materials with general directions
· Operates and performs minor maintenance on standard office equipment

OTHER DUTIES:

· Performs other duties as assigned

QUALIFICATION REQUIREMENTS:

· High School Diploma or GED
· Oral and written communication skills
· Organizational skills
· Computer literate and knowledge of all Microsoft programs including Word and Excel
· Must possess knowledge of office practices and procedures including basic arithmetic, business English, spelling, punctuation and grammar
· Ability to make decisions in accordance with rules, regulations and procedures
· Ability to effectively communicate directives and procedures
· Ability to operate standard office equipment, 10 key ability a plus
· Must possess a valid Colorado driver’s license
Employee is responsible for decisions requiring judgment to select and apply appropriate existing procedures to specific work problems; exercising initiative in determining individual methods and practices for work situations.

WORK ENVIRONMENT:

Fast paced office setting involving extended sitting.  Local travel at times.  Daily interaction with the public and other clerks.
 
PHYSICAL REQUIREMENTS FOR POSITION:

Grade Scale: At All Times/ Frequently/ Occasionally/ Never

Driving: Occasionally
Balancing: Frequently
Bending/Stooping:  Frequently
Twisting: Frequently
Squatting/Crouching: Frequently
Kneeling: Frequently
Crawling: Frequently
Climbing Stairs: Frequently
Climbing Ladders: Occasionally
Reaching at shoulder level:  Frequently
Reaching below shoulder level: Frequently
Reaching above shoulder level:  Frequently
Standing/Walking: Frequently

Position requires sitting for extended periods of time.
 
Lifting: 30lbs minimum 50 lbs maximum
Carrying: 30lbs minimum 50 lbs maximum
Push/Pull: 30 lbs minimum 50 lbs maximum

*This position will require individual to pass a criminal background check



