NOW HIRING!
ASSISTANT CITY CLERK
TOWN OF PINE MOUNTAIN, GEORGIA
The Town of Pine Mountain is seeking a friendly, dependable, and highly organized individual to join our team as Assistant City Clerk. This position assists with the daily operations of Town Hall, including:
· Assisting citizens and businesses
· Answering phones and assisting visitors
· Maintaining records and files
· Processing payments, licenses, permits, and applications
· Preparing correspondence and reports
· Assisting with City Council and Court meetings
· General administrative and clerical duties
We’re looking for someone who is:
✓ Professional and courteous
✓ Detail-oriented and organized
✓ Comfortable working with the public
✓ Proficient with computers, including Word and Excel
✓ Able to handle confidential information responsibly
Previous administrative, bookkeeping, customer service, or government experience is a plus.
The Town will provide required training for the position.
Apply at: 
Town of Pine Mountain
250 McDougald Avenue
Pine Mountain, GA 31822
JOIN OUR TEAM AND HELP SERVE PINE MOUNTAIN!
The Town of Pine Mountain is an Equal Opportunity Employer.
