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ACCOUNT TECHNICIAN I

Finance Department

Part-time
$11.36 to $11.93 Hourly

Finance Department
Deadline: Open until filled
Position Responsibilities

The City of Parlier is currently recruiting for a full-time and a part-time Account Technician I. These positions will be assigned to the Finance Department.  

Under direct supervision of the Finance Director – Ability to perform responsible clerical and secretarial duties requiring independent judgment, speed and accuracy; able to learn the functions and procedures of the assigned department; take responsibility for compilation and organization of reports; complete requisitions; order supplies; take transcription; filing; proper telephone etiquette; processes mail; provide clerical support to the Finance Director; greet and assist customers with questions regarding utility bills and business licenses; balance cash register; be liaison between disposal/garbage hauler and customer; prepare daily deposits; open and close accounts.  Must be able to work under pressure.  Must have excellent public relations.  Maintain cooperative working relations with other employees and public.  Able to work flexible hours, if necessary.

Minimum Qualification:

(  High School Graduate or equivalent.

(  Two years clerical/cashier experience.
(  Type 40 words per minute.

(  Ability to use and operate standard office equipment.

(  Ability to use Microsoft Word and Excel programs. 

(  Correct English usage, grammar, spelling, punctuation and vocabulary.

(  Knowledge of office practices & procedures to include filing.  

· Strong math skills.

· 10 key by touch.

(  Bilingual English/Spanish preferred.

Special Requirements:

Possess and maintain a valid Class 3 CA Driver License.  
Selection Procedure:

All applications will be reviewed with the most qualified applicants being invited to take part in a oral interview.

Apply:

Application may be obtained from the City of Parlier, 1100 E. Parlier Avenue, Parlier, CA  93648. (AA/EOE)

Personnel Department


 (559) 646-3545 


 1100 E. Parlier Avenue


 Parlier, CA  93648
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