City of West Bend
Seeking Qualified Applicants For
City Clerk
This is a full-time position with a competitive wage and excellent benefit package.
Application forms and job description are available 
from the
City Clerk’s Office (515) 887-2181

Applicant must be a high school graduate or equivalent required, some college with office or accounting emphasis. Experience in an office environment required, with governmental finances and operations experience preferred. Applicant must be detail oriented with the ability to organize, multi-task, be a self-starter, be committed to providing quality customer service, proficient in Microsoft Word and Excel, data entry, operating office equipment, posses strong oral and written communication skills;  and the ability to process confidential information with tact and discretion.

The duties of the City Clerk include but are not limited to preparing the annual budget, payroll, accounts payable, bank reconciliation of various accounts, and preparation and distribution of all financial reports. The City Clerk serves as caretaker of all city records, prepares agendas, attends council meetings, takes minutes of meetings and ensures publications are completed in a timely manner.

A completed application, along with a resume and a cover letter, are to be returned to the City Clerk, PO Box 348, West Bend, Iowa 50597.  Applications will be accepted until the position is filled. 

CITY OF WEST BEND IS AN EQUAL OPPORTUNITY EMPLOYER 

