CITY OF GRANDVIEW
JOB POSTING
PUBLIC WORKS OFFICE CLERK

The City of Grandview has an opening for a Public Works Office Clerk. Duties of this
position and the terms of employment are in accordance with the City of Grandview
Personnel Policy Manuali.

The Public Works Office Clerk performs a variety of cierical and receptionist duties which
include word processing, typing, filing, answering phones and dealing with the public.
Applicants must have two years secretarial/clerical experience and be proficient with
typing, and a working knowiedge in the use of office equipment, computer and computer
software; High School Diploma or GED, bi-lingual English and Spanish preferred.

Salary $3,304 - $5,028 per month depending upon qualifications. Benefits include
medical, dental, orthodontia and vision insurance for employee and dependents; $25,000
life insurance; paid vacations, holidays and sick leave; participation in the Washington
State Department of Retirement System.

Application and job description are available at Grandview City Hall, 207 West Second
Street, Grandview, WA 98930, (509) 882-9200 and will be mailed upon request.
Application and job description are also available on the City's website at
www.grandview.wa.us. Completed applications are to be submitted to the City Clerk by
5:00 p.m. on July 1, 2026, at City Hall, 207 West Second Street, Grandview, WA 98930.

The City of Grandview is an Equal Opportunity Employer.

Publish: Grandview Herald/Prosser Record Bulletin — June 17 & 24
City of Grandview Website www.grandview.wa.us
City of Grandview Facebook Page




POSITION DESCRIPTION

Position: Public Works Office Clerk Department: Public Works
Report To: Public Works Director Revised: June 16, 2026
Position_ Purpose

The Public Works Office Clerk performs clerical work of moderate complexity, including
accounting and secretarial duties within the Public Works Department. Appointed by the
Public Works Director.

Essential Job Functions

1. Generates purchase orders, maintains vendor files, and monthly vouchering.
2. Prepares and maintains reports, forms and correspondence for the Public Works
Director, Public Works Supervisors, and Building Department

3. Maintains Public Works timesheets, and equipment rental files.

4, Takes and prepares minutes from staff and committee meetings as required.

5. Answers phone calls directed to the Public Works Department, dispatches
assignments and information.

6. Provides information to the public by telephone and in person.

7. Maintains, updates, and files utility maps for water lines, sewer lines, irrigation
lines, streets, and refuse pick-up routes.

8. Assist public with cemetery inquiries and coordinating internment services.

9. Takes payments for the cemetery, building department, sewer and water hook-ups

and makes weekly deposits.
10.  Performs other related duties as required or assigned.

Working Conditions
Work is performed in the office at the Public Works Department.

Minimum Qualifications

High School Diploma or GED equivalent.

Fluency, verbal and written, in Spanish and English is preferred, but not required.

Ability to communicate effectively using clear and concise communication skills.
Knowledge of business arithmetic, English, and spelling; experience in modern
bookkeeping practices, procedures, and application; experience in the use of a calculator,

computer, and ability to learn other office machines; and ability to assemble and organize
data records and files.



Ability to establish and maintain effective working relationships with fellow empioyees,
vendor representatives, City officials, and the general public.

Possession of a valid Washington State Motor Vehicle Operator's License.

Must be bondable.

A combination of experience and education which provides suitabie knowledge and ability
to perform the duties may be substituted.



