ZBEE- B g \igta County PLblic Health & e Care

PUBLIC HEALTH AND HOME CARE

Now accepting applications for the position of

Office Manager

Buena Vista County Public Health and Home Care has an immediate opening for an Office Manager. This

is a full-time, non-exempt position and is eligible for all county benefits. Typical work hours are Monday

through Friday 8:00 a.m. —4:30 p.m. Occasional evening and weekend hours are required based on the
needs of the department.

Successful candidates must be reliable, detail oriented, and autonomous. Duties will include but are not
limited to greeting clients, answering phones, scheduling appointments, and maintaining the physical
inventory of supplies in the agency. Candidates must have strong customer services skills. Prefer
bilingual candidates. A copy of the job description can be accessed by contacting the agency
administrator listed below.

Applications can be accessed at www.buenavistacounty.iowa.gov or at the Public Health Office.
Applications will be accepted through May 22, 2024.

Please send or bring your completed application and cover letter/resume to:
Buena Vista County Public Health
1709 East Richland
PO Box 663
Storm Lake, lowa 50588
jsather@bvcountyiowa.com
www.buenavistacounty.iowa.gov
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