The City of Pleasant Valley

Accepting Applications For:
Court Administrator (Full Time)
Salary: $15.50/hr plus benefits package
Description: Work with the public and attorneys in handling court records, processing payments, and attend two evening court sessions (2nd and 4th Monday of each month). 
Requirements: 
· High school diploma or G.E.D. equivalent
· General clerical experience, including public contact

· Proficient in cash handling abilities

· Comfortable in fast paced environment

· Able to accurately maintain all court records 
· Computer experience and knowledge of MS software
· Previous court and legal experience helpful

· Able to project a positive and professional image
· Carrying and lifting up to 20 pounds

To be considered: Applications available at our City Hall Office, or on-line at: 

www.pleasantvalleymo.org
City Hall is open, M–F, 8–5 pm.  Submit completed application forms with resume and cover letter by FAX, mail, or hand delivered to the City Clerk’s office.  Resumes submitted without the indicated Application form will not be accepted. 

City Hall

6500 Royal Street

Pleasant Valley, MO 64068




    FAX (816) 781-6002
Position open until filled
Posted 10/11/2016
