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Town of Winona Lake – Job Posting			Position: Clerk (Full-Time)
The Town of Winona Lake is seeking a reliable, detail-oriented, and professional individual to join our team as a Clerk. This is a full-time position with benefits, offering the opportunity to work in a community-focused environment.
Position Details:
· Job Title: Clerk
· Employment Type: Full-Time, non-exempt
· Work Schedule: Monday through Friday, 8:00 a.m. – 4:00 p.m.
· Occasional evening and Saturday hours required
· Location: Clerk-Treasurer’s Office, Town Hall, Winona Lake, IN
The Clerk performs a variety of administrative, clerical, and customer service tasks to support the daily operations of the Town of Winona Lake. This position requires frequent interaction with the public, attention to detail, and the ability to maintain accurate records and documentation.  

Minimum Qualifications:
· High school diploma or GED equivalent
· Strong verbal and written communication skills
· Excellent attention to detail and high level of accuracy
· Proficient in Microsoft Office Suite (Word, Excel, Outlook)
· Ability to handle confidential information with discretion
· Strong organizational and time-management skills
· Ability to work both independently and collaboratively in a team environment
· Must be able to pass a background check
Key Responsibilities:
· Process invoices, accounts payable vouchers, and generate checks
· Prepare, file, and maintain official town records and documents
· Collect and distribute mail and occasionally go to the bank
· Process utility payments and generate monthly utility billing
· Receipt payments for all departments and file related paperwork
· Maintain Miller Sunset Pavilion related records, including but not limited to the farmer’s market and rink activities
· Support the coordination of meetings, including minutes
· Perform data entry, scanning, and file maintenance
· Provide general information to the public and direct inquiries appropriately
· Occasionally attend training sessions in and out of town
· Perform other duties as assigned by the Clerk-Treasurer
The ideal candidate will have experience in fund accounting and government, be proficient in financial software, and possess excellent communication and problem-solving skills.

Benefits Include:
· Health, dental, and vision insurance
· Paid time off 
· Retirement plan participation

Interested applicants should submit a completed application to the Clerk-Treasurer.  Cover letter and resume optional. Applications can be found online at winonalake.net or in-person at Town of Winona Lake, 1310 Park Ave., Winona Lake, IN  46590.
Applications will be accepted until May 8th or until the position is filled. 
The Town of Winona Lake is an Equal Opportunity Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, age, disability, genetic information, veteran status, or any other legally protected status.
image1.png




