Job Announcement (Temporary Position)
The County of Medina is accepting applications for the position described below:

JOB TITLE:

Full Time Clerk, Justice of the Peace Precinct #4

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

1. Provide assistance and respond to inquiries from the general public

2. Prepare daily deposits/receipt payments daily

3. Enter traffic tickets into system/ticket writer

4. Set the docket for court – Pretrial, Bench and Jury Trials, Administrative Hearings

      Civil and Small Claims

5.  Perform a variety of general clerical and administrative tasks

6. Occasional Light travel

7.  Previous experience in similar position preferred
CLOSING DATE:   Position open until filled
Applications may be picked up at the Medina County Human Resource office or may be downloaded from our website, www.medinacountytexas.org.  All applications will be accepted between 8 a.m. and 5 p.m., Monday through Friday, at the following location:

Applications can be emailed to olga.covarrubias@medinacountytexas.org

Medina County Human Resource Office 
1300 Avenue M, Room 130
Hondo, TX 78861

(830) 741-6111 Phone
(830)  426-3811 Fax
Medina County is an Equal Opportunity Employer

