



Part-Time Position Town Clerk
Glendale Town is seeking a part-time Town Clerk. This position provides administrative support and performs complex clerical duties as needed to help expedite day-to-day operations of the Town Office.  Qualified applicants must be 18 years or older, have graduated from high school or have a G.E.D.  Qualified applicants must possess a valid Utah Driver’s License and be bondable.
Supervision:
Performs a variety of responsible functions in accordance with state statutes and local laws.
Works under the direction of the Mayor and Town Council
Job Environment:
Work is performed under typical office conditions.
1. Performs duties while being constantly interrupted during the day.  Required to work outside of normal business hours and attend frequent evening meetings.  Required to utilize personal vehicle for responsibilities away from the office.  May be required to participate in Town events.
2. Operates a computer, calculator, telephone, copier and other standard office equipment.
3. Makes frequent contacts with the public, Town Boards/Committees, political candidates, other municipal clerks, and local, county, and state governmental officials.  Contacts are by phone, in person, or by electronic means.
4. Has access to Town confidential information such as personnel records, bid proposals, legal strategy, pending litigation, collective bargaining negotiating positions, information relating to inter-departmental project plans and programs, and personal information requiring the application of appropriate judgment, discretion and professional protocols.
Job Specifics:
This is a part-time position working 20 hours per week. Some additional hours may be needed.  Hours will be 9:00 a.m. to l:00 p.m.  There are no benefits provided at this time.  Beginning hourly rate is depending on experience.  A complete job description is available at the Town Office located at 90 E. Center Street, Glendale, Utah.  Interested applicants should submit a Town employment application and resume to Ellen Lamb, Glendale Town, PO Box 220, Glendale, Utah 84729.  Email:  clerk@glendaletown.org.  Position will remain open until filled.  Application deadline:  July 7, 2021, at 5:00 p.m.
Glendale Town is an equal opportunity employer and an alcohol and drug-free workplace.
