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Employment Notice
Job Title: Sanitation Coordinator
Department: Sanitation
Supervisor: City Manager, City of Kwethluk Council
Positions Supervised: Water Plant Operators, Sanitation Technicians and Utility Clerk.
Salary: Depending on experience.

Position Description: 
The Sanitation Coordinator is an employee of the Kwethluk Sanitation/Water & Sewer Department of City of Kwethluk under direct supervision of the City Manager. Responsible for the record-keeping aspects of accounting, recording all information regarding the transactions as well as financial activities of business under Sanitation Department.  
Duties and Responsibilities:
A) Maintains the records of the Sanitation Department
1. Public, Financial, Administrative
B) Assist Utility Clerk with keeping accurate accounts of Sanitation Department financial activities.
1. Revenues and expenditures. 
2. Taxes.
C) Assist Utility Clerk with preparing records of financial activities in proper format monthly, quarterly and annually in terms of expenses, revenues, grants or other funding. 
D) Assist Admin and Finance personnel in the daily operations and functions under various departments. 
E) Reports to the City of Kwethluk- City Council monthly and whenever pressing matters need immediate action. 
Education and Experience:
1) High School graduate or GED equivalent. 
2) Must have 1-2 years of general knowledge of Bookkeeping and Accounting experience.
3) Must have ability to prepare/handle daily deadlines required. 
4) Must have knowledge and experience in office skills such as filing, typing, computer, etc.
5) Must be willing to be in complicated and time sensitive environment.
Application period: Open until filled.
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