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 Part Time WIC Clerical Position
Williams County Health Department
	
The Williams County Health Department is seeking a Part Time WIC Clerk to ensure the efficient day-to-day support functions. This position is currently up to 22.5 hours per week, but is subject to change depending on the needs of the program.

An associates degree is preferred or at least 2 years of relevent experience.

Primary job responsibilities include a variety of general and specialized clerical duties such as greeting callers and clients with professionlism, utilizing various software programs, printing material and/or making copies, completing data entry tasks, running reports, monitoring inventories of office goods, loading WIC cards, scheduling appointments, etc.

A successful candidate should have experience with multitasking, prioritizing, handling calls, and providing quality service to the public, community partners, and staff. 

Starting hourly pay is dependent on qualifications. 

Benefits:
· Exceptional Retirement package (OPERS)
·  Paid Holidays
· Accural of Vacation and Sick Time
· Tution Reimbursement
· YMCA Membership 
· Professional Development and Training Opportunties for Continuous Growth

Interested candidates must submit a cover letter and resume to Kolleen Boland, WIC Director at kolleen.boland@williamscountyhealth.org or by mail to Williams County Health Department, Attn. Kolleen Boland, 310 Lincoln Ave, Montpelier, OH 43543.  Job posting open until filled. 

*The Williams County Health Department is an Equal Opportunity Employer.
*Only non-tobacco, non-nicotine candidates will be considered.
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