THE CITY OF ANDALUSIA

ANDALUSIA, ALABAMA
Job Announcement
Part-time Clerical Assistant 
The City of Andalusia is accepting applications for a Part-time Clerical Assistant (25 hours weekly) in the Parks and Recreation Department.  Under the direction of the Program Director, the employee performs administrative tasks such as answering the telephone, taking messages, and forwarding calls, preparing and answering correspondence, making copies and operating fax machine, scheduling appointments, and providing information regarding Recreation Department operations.  The employee also maintains department records and files, and assists the Program Director in preparing special reports.  May assist other departmental personnel with projects.  

QUALIFICATIONS:  Any combination of training and/or experience equivalent to:

· Graduation from a standard senior high school, including or supplemented by business courses.

· At least five years responsible experience in secretarial/administrative work, including computers.

· Ability to work non-standard hours as needed.

· Possession of a valid driver’s license as issued by the Alabama Department of Public Safety. 

Interested and qualified individuals may complete an application online at www.cityofandalusia.com.  Applications may be picked up, completed off-site and returned to:
CITY OF ANDALUSIA

ANDALUSIA CITY HALL

HUMAN RESOURCE DEPARTMENT

505 EAST THREE NOTCH STREET

ANDALUSIA, AL  36420 

Qualified applicant will be hired upon final certification; however, no applications will be accepted after July 27, 2021.
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"AN EQUAL OPPORTUNITY EMPLOYER"

__________________________________

Deborah Spivey
Human Resources   
