Position Available

City Clerk

Burlington City Council announces the vacancy of City Clerk. Salary is
competitive with similar positions. ($29.97 to $50.66)

Position Available: City Clerk

City of Burlington, KS requesting applications: City Clerk.
Applications will be accepted until the position is filled. A full job description is
available at City Hall, 1013 N. 4th, P.O. Box 207, Burlington, KS 66839; by phone
at 620-364-5334; or online at burlingtonkansas.gov. Applications must include an
original signature. Position Overview: This is an exempt position under FLSA and
works under the direction of the Mayor and Governing Body and serves as the
City’s Chief Administrative Officer. Key Responsibilities: Manage the city budget
and financial affairs. Oversee personnel management, purchasing, public relations,
and project coordination. Administer licensing and maintain official records,
including documents and Council meeting records. Qualifications: Excellent
communication, organizational, managerial, supervisory, and public relations
skills. Minimum of five years of related experience. College degree in Business
Administration, Public Administration, or Public Management preferred. City
Clerk and Municipal Finance Officer certifications are required. EOE




