CITY OF STRAFFORD

RECEPTIONIST/OFFICE ASSISTANT
The City of Strafford is hiring a full-time receptionist for City Hall.  Primary duty will be courteously and tactfully greeting the public in person and by telephone.  The position requires a pleasant personality and some office experience.  Secondary duties will be the issuing of permits & licenses, photocopying, filing, maintaining building inspection information & files, light accounts payable & receivables and assisting with utility billing.  The starting wage rate is $ 9.00 per hour.  Please submit resume or application to:  City Clerk, 126 S. Washington, P.O. Box 66, Strafford, MO 65757.  The position will remain open until filled.    The City of Strafford is an Equal Opportunity Employer (EOE) and offers an attractive benefit package for full-time employees.
