
NOTICE OF JOB OPENING FOR CITY CLERK  

The City of St. Charles is accepting applications for the position of City Clerk. Responsible for all financial 
activities of the City, including but not limited to accounts payable, accounts receivable, all financial 
reports, state and federal reports, council meeting minutes, resolutions, ordinances, budget 
preparation, human resources and general office management. Must be able to work effectively with 
the public. Computer skills are necessary. Preference will be given to applicants with coursework in 
accounting and/or bookkeeping, or an equivalent combination of accounting/bookkeeping experience 
and training that provides the knowledge, skills, and abilities necessary to perform the essential 
functions of the position. This will be an hourly position (approximately 20 hours per week) with wage 
commensurate with experience and knowledge.  Applicants must be over 18 years of age.  For full job 
description and application, please contact Tracy Kozak, City Clerk, City of St. Charle, 113 S Lumber, PO 
Box 118, St. Charle, IA 50240, phone (641)369-2545, or email: clerk@stcharlesia.us. Position is open 
until filled by the St. Charles City Council.  The City of St. Charles is an equal opportunity employer. 

 


