CITY OF HOLSTEIN, IOWA
Accounts Payable Clerk
Full-Time •  Open Until Filled
	LOCATION
Holstein, Iowa
	PAY
$17.20 – $19.75 / hour
	SCHEDULE
Full-Time


The City of Holstein is seeking a dependable, detail-oriented individual to join our team as a full-time Accounts Payable Clerk. This position processes invoices, manages vendor accounts, and issues payments, while also serving as the welcoming first point of contact at City Hall. It is a great fit for someone who enjoys numbers, organization, and helping the public.
KEY RESPONSIBILITIES
1. Accounts payable — verify, code, and disburse invoices accurately and on time
1. Vendor management — maintain and update vendor files and records
1. Front desk — greet and assist visitors in person, by phone, and by email
1. Customer service — answer questions about city services and direct inquiries to the right department
1. Payments — accept payments and issue receipts
1. Support other administrative and financial tasks as needed
QUALIFICATIONS
1. High school diploma or GED required; coursework in accounting or business preferred
1. 1–2 years of experience in bookkeeping, customer service, or clerical work
1. Proficiency in Microsoft Office, especially Excel, Word, and Outlook
1. Strong communication and interpersonal skills
1. Ability to multitask and stay organized in a busy environment
1. Professionalism and discretion when handling confidential information
WHAT WE OFFER
1. IPERS — Iowa Public Employees’ Retirement System
1. Comprehensive health, dental, vision, and life insurance
1. Generous paid time off (PTO) and paid holidays
1. Annual clothing allowance
HOW TO APPLY
	Applications are available at City Hall and online at www.holsteiniowa.org. For more information, contact:
Tammy Nuckolls, City Administrator
City of Holstein
119 S Main St., PO Box 500, Holstein, IA 51025
712-368-4898
administrator@holsteinia.gov


The City of Holstein is an Equal Opportunity Employer (EOE). Position open until filled.
