
PROVIDENCE CITY 
FINANCE AND RECORDS DEPARTMENT 

Office Specialist 1 - Part-time position – No benefits 
 

The following duties are not intended to serve as a comprehensive list of all duties performed by all employees in 
this classification, only a representative summary of the primary duties and responsibilities. 
Essential Duties:   

 Performs clerical, receptionist, switchboard, or other office functions as required.  Work under the general 
supervision of higher classified office staff. Receives and screens office visitors and telephone calls. Assist 
visitors in accurately completing forms and applications.  Provide general information to employees and 
visitors.  Processes, sorts, and distributes incoming and outgoing mail. Schedules and coordinates activities as 
needed. Coordinate some office functions with other departments and outside agencies. Type letters, 
statements, narrative and statistical reports, minutes, agendas, and other documents as required.  Performs 
data input relating to office functions.  Prepare correspondence and recurring reports for supervisor’s 
signature. 

 Perform basic bookkeeping activities.  Prepares and issues certificates or receipts for funds collected.   

 Perform other duties as assigned.  

 Attendance at work is an essential function of this position. 
 

Selection Factors:  

 Knowledge of: various computer applications including word processing, data entry, spreadsheets; 
bookkeeping; and basic mathematics.  

 Skill in: written and verbal communication, telephone answering and etiquette, and good people skills.  

 Ability to: communicate effectively both orally and in writing; understand and follow oral and written 
instructions; maintain cooperative relationships with those contacted in the course of work activities; 
distribute relevant and useful elements from vast amounts of information; and correctly use grammar, 
spelling, and punctuation.  

 Preferences: Experience in bookkeeping and human resources preferred. 
 
Minimum Requirements:   

 A high school diploma (or its equivalent) and one (1) year clerical/office including computer skills and 
bookkeeping, or three (3) years work experience providing general office support.  

 A valid Utah driver's license will be required at time of appointment.  

 Must have a background check. 

 Must pass a pre-employment drug test. 
 
Environmental Factors:  

 Will typically sit at a desk or table.  Occasionally walk, stand, or stoop. Occasionally lift, carry, push, pull, or 
otherwise move objects weighing up to 30 pounds.   

 Occasionally drive a motor vehicle (based on position assignment).   

 Use tools or equipment requiring a high degree of dexterity and work for sustained periods maintaining 
concentrated attention to detail.  

 Work is generally performed in an office, library, computer room, or other environmentally controlled room. 
 
Hours:  Generally Monday through Friday, approximately 20 - 25 hours per week. 
 
Starting Wage:  $10.00to $11.00 per hour depending on experience and qualifications. The applicant selected will 
generally start at the lowest posted wage. 
 

PROVIDENCE CITY CORPORATION IS AN EQUAL OPPORTUNITY EMPLOYER 
Providence City is an equal opportunity employer and will not discriminate on the basis of race, color, religion, 

national origin, ancestry, age, sex, sexual orientation, or on the basis of a physical or mental disability unrelated 
to the ability to perform the work required. 

 
Providence City reserves the right to reject any and all applicants. 
Providence City, 164 North Gateway Drive, Providence UT 84332 

Phone: 435-752-9441 Fax: 435-753-1586 
www.providencecity.com 


