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JOB OPENING NOTICE
Date Posted: 06/01/2026 Closing Date: Until Filled

POSITION. Myton City Corporation has a part-time position available for the City
Clerk. This position is open to outside candidates.

PAY SCALE. Minimum Midpoint Maximum
$15.00 $ $ 18.00
Starting Wages: After 90 day probationary period. will be qualified for a wage increase

DUTIES. See attached Job Description for details.

ESSENTIAL SKILLS AND ABILITIES REQUIRED. Demonstrated successful
performance at past/present positions including: (Must possess all of the following skills
and abilities to be considered for this position)

Ability to perform tasks in a complete and accurate manner.

Demonstrated timeliness and follow-through on duties and assignments.
Familiarity with municipal government procedures preferred but not required
Customer service and public interaction skills

Reliability and good attendance.

Excellent organizational and recordkeeping abilities.

Problem solving attitude and approach.

Positive work attitude: enthusiastic, confident, outgoing, and helpful
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DESIRED SKILLS AND ABILITIES. See Attached Job Description for details.
APPLICATION PROCEDURES ARE AS FOLLOWS:

A. Apply via email to Kbrown@mytoncityut.gov or call 435-722-2711 Monday
through Thursday 9 a.m. to 4:00 p.m., to receive an application.

B. Ensure that the completed Job Application, up-to-date Resume, copy of driver’s
license and recent MVR are attached to the application via the above email to
Keri Brown or you may bring them in person to 125 East Main.

C. Applicants will be pre-screened according to the above qualifications. Selection
will be made by the Mayor Linda Harrington or City Recorder Keri Brown

D. Myton City, as an equal opportunity employer, does not engage in illegal
discrimination on the basis of race, color, national origin, sex, religion, age, or
disability in employment or the provision of services.

E. If you would like to apply for this job opening and need assistance due to a
disability, please notify Myton City two (2) days or more in advance regarding the
type of assistance you require by calling Keri Brown at (435)722-2711.




Myton City is an Equal Opportunity Employer

MYTON CITY CORPORATION

JOB DESCRIPTION
Myton City Clerk

Job Title: Part-Time City Clerk Department: Administrative
Supervisor: Keri Brown
Mayor: Linda Harrington
Applicant’s Name/Date:
Print: Signature:
JOB SUMMARY

This position requires strong organizational skills, attention to detail, ability to multitask, manage
deadlines and working closely with the City Recorder and the Mayor.

The part time city clerk regularly interacts with the public, they are responsible for maintaining
city records, public and confidential information, have the ability to perform general office and
clerical duties, process utility billing and payments, assisting residents with utility account

inquiries, assisting with city council meeting materials and occasional notary.

ESSENTIAL DUTIES AND RESPONSIBILITIES REQUIRED:
Responsible for connecting/disconnecting resident services

Assist with elections, licensing and building permits as needed.
Maintain confidentiality of sensitive information

Proper record keeping of cemetery and manifest billing

REQUIRED SKILLS

Minimum typing speed of 40-50 words per minute

Strong attention to spelling, grammar and verbal communication skills
Ability to handle stressful situations with professionalism and poise
Proficiency in Microsoft Office (Word, Excel, Outlook)

Basic knowledge of office procedures and administrative practices

Dependability and ability to work independently



QUALIFICATIONS

e Must have High School Diploma or GED and/or at least 18 years of age.
e Valid Utah Driver’s License
® Must be able to pass criminal background check and pre-employment drug test.

WORKING CONDITIONS

Scheduled work hours are Monday — Thursday from 9am — 4pm.

The Work is primarily preformed in an office setting within Myton City Hall, Frequent
interaction with the public, city officials and businesses, Employee may be required to lift and
carry office materials weighing up to 20 pounds. Work environment is generally quiet to
moderately busy with frequent interruptions and multitasking demands.

You will be required to clean the office area and computer lab once a week.



