PART-TIME ADMINISTRATIVE ASSISTANT FOR CITY HALL
 
 

The City of Manchester is accepting applications for a part-time Administrative Assistant who will be working with the public, elected officials and staff at the front counter at City Hall.  This position provides administrative support to the City’s departments, and duties will include answering the telephone, assisting with records requests and records management, and assisting customers at the front counter.    Minimum 20 hours per week.  Starting rate is $14.50/hr. This is a part-time position with no benefits.
 

Applications on the City’s website: www.manchestermo.gov in the document section under Administration.  Please return completed application and resume to City Clerk Ruth Baker, City of Manchester, 14318 Manchester Road, Manchester, MO  63011 E/O/E  M/F
