
For more information call the office

at 

419-586-3289 Ext. 3

 

Send application and resume to:

Mercer County Soil and Water

Conservation District

220 W. Livingston St. Suite 1 Celina, Ohio

45822

or

 swcd@mercercountyohio.org

ADMINISTRATIVE
ASSISTANT

NOW HIRING

Be familiar with soil and water conservation practices

applied in the district.

Ability to answer questions and give information on

the programs and services of the district.

Answer telephone calls and greet the general public in

a courteous and helpful manner.

Take messages and relay to the proper person

Thoroughly understand accounting practices and

proper use of county and state funds. 

Maintain district financial records, prepare monthly

financial reports, prepare vouchers and checks to be

authorized for payment, and reconcile balances with

the county auditor. 

This position will be hired as part-time with potential

for full time employment.

Some responsibilities Include:


