


Ability to operate computers, printers, copiers, multi-line phones, fax machines, and 
calculator. 
Familiar with Microsoft Office Outlook, Word, and Excel with beginner knowledge or 
certificate. 
Ability to understand and correctly execute verbal and written instructions. 
Communicate effectively both verbally and in writing. Proofread documents. 
May be called upon to translate between Spanish and English. 
Organize, sort and arrange files according to city and state policy and procedures. 
The ability to accurately perform cash handling tasks. 
Process cemetery business, utility billing, business licensing, and dog licensing. 

MINIMUM QUALIFICATIONS: 
High School diploma or GED with 5 years of office and customer service experience. 
Technical school certificate or associate's degree preferred. 
Knowledge and use of Washing State Budgeting, Accounting, Receipting System 
(BARS). 
Accounting or bookkeeping knowledge with utility billing experience. 
Application Software Products or Bias 6 software training preferred. 
Bi-lingual (Spanish) is preferred. 
Requires a valid Washington State driver's license. 
Must be bendable. 

PHYSICAL DEMANDS: 
The work is performed mostly in an office setting. While performing the duties of this 
job, the employee is frequently required to bend at the waist and kneel or crouch to 
retrieve files from cabinets and shelves; stand and sit. The employee must occasionally 
lift and/or move up to 30 pounds. 

The City of Wapato is a drug-free workplace and an equal opportunity employer. 

Deputy Clerk-Treasurer Ill 
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