Medina County Job Announcement

The Medina County Treasurer’s office is taking applications for the following position:
JOB TITLE:


Full time Receipts Clerk
RESPONSIBILITIES:
Cash receipts, receipting into accounting software, and other tasks as assigned.

REQUIREMENTS:
1.
Accurate high-volume data entry skills.


2.
Attention to detail and organization.


3.
Ability to multi-task in a fast-paced work environment.

4.
Requires accounting software experience, preferably in a government setting.

5.
Excel and Word proficiency, 10-key and data-entry speed and accuracy.

EDUCATIONAL

BACKGROUND:
High school diploma or GED required, 2 years of college or equivalent work experience preferred.

PAY:
Salary offered will be commensurate with experience, with excellent county benefits.
CLOSING DATE:
Open until a sufficient pool of applicants is received.
Applications are available at www.medinacountytexas.org or can be picked up Monday through Friday, 8 a.m. to 5 p.m., at the following address:

Medina County HR Office
1300 Ave M, Room 130
Hondo, TX 78861

Medina County is an equal opportunity employer.

