Administrative Assistant
RESPONSIBILITIES: Performs a variety of functions to ensure building permits and occupancy inspections are completed by outside contractors. Works under the direction of the Mayor to send letters for code enforcement violations by residents of the city. Responsible for being a back-up for other positions in the City Clerk’s office. 

QUALIFICATIONS: Possess high school diploma or equivalent. Must be bondable. Must have working knowledge of computer operation and usage. Must have working knowledge of general accounting practices and operations. Must have strong math skills. Must become Notary if not currently held by applicant, it is expected to pass notary certification within a time limit.
SALARY: $21.94/Hr. 2080 hours per year, plus benefits. Position is represented by a union.

 To apply send resumes’ to careers@lebanonil.org  or pick up an application at Lebanon City Hall, 312 West St Louis, Lebanon IL 62254.
Deadline to apply is November 11th  2022







