City of Lebanon, Illinois
Is looking for a
Part time Administrative Assistant

Job Duties/Requirements:  Customer Service experience as well  as posting payments, filing and process inspection. Strong written and oral communication skills. Attention to detail. Working knowledge of Microsoft Office 365 and accuracy with a 10 key calculator.  Website experience is a plus. Send  resume to one of the following: email to careers@lebanonil.org,  mail to or drop off at 
312 West St Louis St., Lebanon, Il  62254, no later than 1:00 p.m. on July 8, 2022.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
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