
 OFFICE CLERK (Full Time) 
 
 POSITION DESCRIPTION 
 
 
GENERAL SUMMARY: 
 
Under the supervision of the DIRECTOR OR ADMINISTRATIVE SECRETARY (in Director’s absence) performs 
routine business and clerical tasks at the County Parks and Recreation Commission’s Office Located in Mt. Pleasant.  
May occasionally be assigned field duties (Gate Attendant procedures and set up) under the supervision of the PARKS 
SUPERVISOR.  Such duties may include gate attendant tasks, supervising part-time or seasonal staff, assisting with 
special projects or events, and similar duties.  Typical work week may include weekend and/or evening hours, but 
mostly during office business hours. 
 
ESSENTIAL FUNCTIONS: 
 

1. Operates campground site reservation system.  Assigns sites, maintains Campground Registers and other 
records, and collects and accounts for camping fees. 

2. Answers telephones and directs calls to appropriate staff. 
3. Provides information pertaining to park use, reservation procedures, and area points of interest. 
4. Maintain pavilion reservations for each park. 
5. Issues discounted or special permits to park users and accounts for revenues received. 
6. Maintains supplies of forms, envelopes, confirmation cards, promotional materials, etc. 
7. Enters information into computer-based data management files using standard computer keyboard. 
8. Prepares various visitation reports for use by Commission staff. 
9. Performs routine office tasks such as preparing correspondence, preparing meeting minutes, typing, filing, 

photo copying, etc. 
10.  Assists the Director in the planning and completion of various administrative tasks and functions.  
11. Prepares Minutes, Agendas and other information pertaining to the Commission Board meetings. 
12. May substitute, as needed, for absent seasonal staff assigned to various park locations. 
13.  Organize park functions and marketing procedures  
14. Update and refine forms, park pamphlets and brochures. 
15. Performs other related duties, as assigned. 

 
OTHER FUNCTIONS: 
 

16. Work with fellow staff to improve customer services and maintain a quality park operation. 
 
This list may not be inclusive of the total scope of job functions to be performed.  Duties and responsibilities may be 
added, deleted or modified at any time. 
 
EMPLOYMENT QUALIFICATIONS: 
 
Education: High school graduate or equivalent. Prefer extensive computer knowledge, digital photos, Publisher, Print 
shop (or similar program), advanced coursework in data processing, spread sheets and word processing.   
 
Experience: At least one to five years of experience in an office assistant/secretarial capacity.  
 
Other Requirements: Valid Michigan Driver’s License 
 
FLSA Status: Non-exempt 
 
The qualifications listed above are intended to represent the minimum skills and experience levels associated with 



performing the duties and responsibilities contained in this job description.  The qualifications should not be viewed 
as expressing absolute employment or personnel standards, but as general guidelines that should be considered along 
with other job-related selection or personnel criteria. 
 
PHYSICAL REQUIREMENTS:  (This job requires the ability to perform the essential functions contained in this 
description.  These include, but are not limited to, the following requirements.  Reasonable accommodations will be 
made for otherwise qualified applicants unable to fulfill one or more of these requirements): 
 

1. Ability to access departmental files. 
2. Ability to enter and retrieve information from computers. 

 
 
WORKING CONDITIONS: 
 

1. Works in office conditions and various park locations. 
2. Works outside in varying weather conditions. 
3. Exposure to equipment where risk exists of getting burned, bruised, or scraped. 
4. Exposure to environmental allergens such as grass, weeds and pollens. 
5. Exposure to solvents, pesticides, and herbicides. 

 
 
NON- DISCRIMINATION: 
 
Isabella County accepts for employment without regard to race, color, religion, sex, age, marital status, national origin, 
ancestry, physical or mental handicap unrelated to the ability of individual to perform responsibilities in the fullest with 
the principles of EQUAL OPPORTUNITY EMPLOYMENT 
 
 

ISABELLA COUNTY PARKS AND RECREATION COMMISSION 
200 N. Main Street, Mt. Pleasant, Michigan 48858 

989.772-0911 ext. 340 
FAX:  989.779.9916 

E-mail:  parks@isabellacounty.org 
www.isabellacounty.org  

 
 
 


