City Secretary

The City of Wallis is currently accepting applications for the position of City Secretary. 
Position Description:

This position is Monday thru Friday from 7:30AM to 4:00PM. The City Secretary position requires that the individual attend meetings after regular business hours, including regular city council, budget, and special meetings. Some of the City Secretary’s duties will be answering phones, processing water bills and payments, balance cash drawer, provide end of month reports, prepare council packets, permits, work with other departments as needed. Adequate computer, database, and clerical skills are preferred. Applicant must have good public relation skills and capacity to work with office staff and general public.  Other duties as assigned.
Salary & Benefits:

The City of Wallis offers 14 paid holidays and one employee floating holiday. The city also offers vacation and sick time as accumulated, and a city paid health and dental plan. The City of Wallis participates in the Texas Municipal Retirement System and the employee is vested after five years of employment. Salary is based on qualifications.
Applications may be picked up at the City of Wallis located at 6810 Guyler, Wallis TX 77485 or by visiting the city website at www.wallistexas.org  Please return completed applications to the City of Wallis, in person, by mail to P.O. Box 190 Wallis, TX 77485, or by email to wallischief@wallistexas.org Please address all applications to City Administrator.  All applications must be turned in by March 24, 2023 at 4:00 PM. All incomplete applications will be rejected. Prospective candidates must pass a full background. The City of Wallis is an equal opportunity employer.
