CITY OF MILLERSBURG – Office Assistant
The City of Millersburg is seeking an office assistant to support the administration of the City offices.  Millersburg sits along I-5 just north of Albany. With a population of 2,650 and growing, Millersburg provides residents a country feeling with big city facilities close at hand.
General Description: Part of a front line customer service team performing a variety of administrative and accounting support functions of a routine to detailed complexity, including but not limited to: accounts receivables and payables, collections, data entry, sorting mail, processing City forms and permits, and responding to customer questions via phone, in-person, or computer.

Essential Duties:

Serves as cashier, including receipting of utility payments and various other payments, and posting monies to appropriate accounts; receive and handle volumes of money.
Processes invoices and vendor payments timely and accurately ensuring compliance with payment guidelines and internal control processes.


Answers City telephone system; responds to general inquiries, or routes calls to appropriate staff member

Receives the public and answers questions; responds to inquiries from employees, citizens, and others; refers, when necessary, to appropriate persons.

Conducts financial research by collecting information from the general ledger, running a variety of reports, and creating reports as requested by management and Council.


QUALIFICATIONS & REQUIREMENTS

Associates degree from an accredited college or university in accounting or related field and at least one (1) year experience in accounting or bookkeeping, preferably governmental fund accounting, and At least one (1) year of experience in routine clerical work including experience as a receptionist in answering telephones and helping the public, OR any equivalent combination of education, experience, and training which provides the necessary knowledge, skills, and abilities to perform the duties of the position. 

General knowledge of computers and electronic data processing and of modern office practices and procedures. Basic knowledge of accounts payable and receivable principles and practices.

Detail-oriented; ability to perform cashier duties accurately; effectively meet and deal with the public; communicate effectively verbally and in writing; and handle stressful situations. 
SALARY $18.00 per hour

PART-TIME: 24 HRS PER WEEK

SCHEDULE: Monday – Friday, to be determined
