Troy Township Assessor’s Office Seeking New Office Staff Members

Full Time and Part-Time Positions Available for the position of Office Clerk.

Summary of the position:

The office clerk will work under the direction of the assessor and her deputy. This position performs
general administrative duties and helps to foster a positive and accessible environment for the public,
staff and elected officials. Assist our Troy Township residents with questions and assistance that may
need.

Major Duties and Responsibilities:

- Assist field staff coordinator with measuring new construction and gathering pertinent
information.

- Assist with taxpayer exemptions and questions.

- Assist with drawing program and CAMA program maintenance.

- Assist with other duties deemed necessary.

Experience: Candidate must have a high school diploma, prior computer experience with Microsoft
Word and Excel, ACCESS is a plus. Experience with prior customer service is a plus.

Starting Pay: $14.00
Full Benefits for Full Time Employment includes: medical, dental and vision insurance. Enrollment in
IMRF Retirement Plan, paid time off for, allotted sick, personal days and vacation days.
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Employment Application
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_APPLICANT INFORMATION

Last Name First i ML Date -
Street Address : Apartment/Unit #
City L State ZIP

Phone © E-mail Address

Date Availzble

. Desired Salary

Pasition Applied for

Are you a citizen of the United States? 'YES T2 | NO I} . Ifno, are you authorized to work in the U.5.? | YES 1  NO I
Have you ever worked for this company? YES T1 I NO [} : Ifso, when?
Have you ever been convicted of a felony? YES 1 INO I If yes, explain

Rekis

UCAT:I:ON i

High School Address
From To . Did you graduate? | YES [} I Degree
: College : Address
" From To Did you graduate? : YES [} {NO [} | Degree
Cther Address
¢ From ;To . Did you graduate? | YES [ | NO [] Degree

Full Name : Relationship
Company . Phone
: Address
Full Name Relationship
Carmpany EPhone |
Address
Full Name . Relationship
i Company Phone

Address




'PREVIOUS EMPLOYMENT

Company ! Phone
" Address swperisor
Job Title Starting Salary $ ' Ending Salary %
Resporsibfites
~ From To Reason for Leaving
¢ May we contact your previous supervisor for a reference? YES T NO I
Company Phone
* Address Supervisor
Job Title Starting-Salary $ Ending Salary $
Responsibiliti;e;w
From To Reason for Leaving
: May we contact your previous supervisor for a reference? YES ] NO [ ]
' Company Phone
Address Supervisor
- Job Title Starting Salary  $ Ending Salary  $
. Responsibilities
From o To Reason for Leaving _
: May we contactl your previous supervisor for a referené;? YES [] oo

Branch

From To

Rank at Discharge

Type of Discharge

If other than honarable, expiain

i

I certify that my answers are true and complete o the best of my knowledge.

If this application leads to employment, I understand that false or misleading information in my application or interview

may result in my release.

Signaturé

Date




