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TOWN OF BIG WATER
NOW HIRING – PART-TIME POSTAL CLERK
The Town of Big Water is accepting applications for a Part-Time Postal Clerk to serve our local Post Office.
Compensation:
$14.00 – $22.00 per hour (DOE)
Schedule:
Part-time. Hours will vary based on operational needs and seasonal volume. Flexibility is required.
Position Summary
The Postal Clerk is responsible for assisting customers with mailing and shipping services, processing daily mail, and maintaining accurate financial and postal records. This position requires professionalism, integrity, and the ability to manage multiple tasks in a public-facing setting.

Essential Duties
· Provide courteous and professional customer service
· Sell stamps, postage, and postal products
· Weigh and process domestic and international packages
· Handle certified, insured, registered, and priority mail
· Sort and distribute incoming mail and packages to PO boxes
· Prepare outgoing mail shipments
· Manage and maintain post office box assignments
· Balance daily cash drawer and complete required financial reports
· Answer questions regarding shipping rates, timelines, and services
· Lift and move packages (up to 50 lbs.)

Qualifications
· High school diploma or equivalent
· Strong customer service and communication skills
· Basic computer and cash-handling proficiency
· Ability to work independently and maintain confidentiality
· Dependable, organized, and detail-oriented
Previous retail, cash handling, or postal experience is preferred but not required.

To Apply:
Submit a completed employment application and resume to:
Town of Big Water
email: sburkett@bigwaterut.gov
or at 60 Aaron Burr, Big Water, UT 84741
Position open until filled.
The Town of Big Water is an Equal Opportunity Employer.
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