
Village of Eau Claire 

Secretary Opening 

Monday through Thursday 

Hours: 11:00 am – 4:00 pm 

Looking for a clerical assistant that has the ability to answer 

phones, handle daily mail duties, payment posting & banking 

responsibilities. Must have computer experience in Microsoft 

Office and will be trained in CR.net for payment processing & 

tax collection. Will also be responsible for monthly newsletter & 

updating our Webpage.  

 


