HELP WANTED

Lakefield City Clerk
Full-Time Position
Performs administrative and supervisory work coordinating and directing City government operations. The City Clerk performs responsible administrative duties for the City Council, Public Utilities Commission (PUC), Economic Development Authority (EDA), and all appointed Boards. This position ensures all legal requirements are met for the City and serves as the liaison to the Council, PUC, EDA, engineers, residents, and businesses. This position administers the daily operations of City Government and works closely with the departments to provide assistance in development and growth of Lakefield. The City Clerk serves as the secretary to the City Council and other boards. 
The salary range for the position is $23.45-$36.72 per hour plus benefits.  Starting salary is anticipated to be $23.45/hr.  However, depending on experience, starting salary may be over $23.45/hr.
Minimum Qualifications
· Associate degree in public administration, accounting, business, finance, or a related field
· Supervisory experience

· Valid Minnesota Driver’s License

Preference may be given to an individual who has substantial experience in municipal government or like position. 
Application materials and the job description are available at Lakefield City Hall, 301 Main St, Lakefield, MN  56150 or on the City’s website (www.lakefieldmn.com).  Submit applications to: City of Lakefield Personnel Committee, PO Box 900 Lakefield, MN  56150.  Applications will be accepted until the position is filled.  Applications received will be kept on file for 12 months and may be considered for future employment opportunities. 
