
Notice for Employment

Position Title:	Deputy Clerk 

Department:	Administration

Supervisor:		City Manager

Salary: 		Depending Upon Experience

Hours Per Week:    On-Call Substitute between Mon-Fri

DESCRIPTION:
Responsible for the implementation of the office of City Clerk and Municipal ordinances as provided through Alaska Statutes Title 29. Maintain files and records of City of Kwethluk, and pertinent public related documents. Must be able to type all Regular and Special Meeting assemblies in the form of Meeting Minutes and agendas. Perform all related responsibilities as required by the Alaska Statutes or by the ordinances of the City of Kwethluk, Alaska. Reports to the City Council whenever pressing matters needed immediate action. Answer phone calls and take messages for staff and personnel.

QUALIFICATIONS:
Must be able to type 40 words per minute, or proficient enough to type Meeting Minutes, or documents with little or no immediate supervision. Must be able to work on-call as needed; have knowledge and some experience with computers, fax machine and typewriters. Must have a high school diploma or GED or have obtained a certificate of completion within 6 months of hire. Applicant should be able to effectively communicate in Yupik and English, not mandatory, but preferred to be able to speak clearly in both languages and have the ability to translate between both Yupik and English. 


Closing Date:	Open Until Filled.








Applications are available at City of Kwethluk.
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City of Kwethluk

254 Jay Hammond Way Box 50 - Kwethiuk, Alaska 99621
Phone (907)757-6022 - (907)757-6497 Fax - cityclerk@cityofiowethiuk com





