
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Administrative Clerk 

 

All applications must be submitted by 5:00 p.m. on the date the position closes. 
 

SALARY:  $15.50 - $16.71/Hour OPENING DATE: 1/14/2020 CLOSING DATE: 1/28/2020 05:00 PM 

 

GENERAL INFORMATION:  

The Minnehaha County Human Services Department invites applications for an Administrative Clerk to 

perform a variety of routine administrative tasks and provide clerical assistance including data entry 

and scanning into the Board of Mental Illness Database; answering the phone and greeting visitors; 

typing, filing, and composing documents, letters and forms; opening and processing mail; and 

reviewing and processing vouchers, and invoices. Qualified applicants will demonstrate effective 

communication skills and provide a high level of customer service.  

  

EXAMPLES OF DUTIES INCLUDE: 

Receive telephone and personnel calls. Answer routine inquiries and assist callers by directing them to 

proper staff members. Instruct callers on proper procedures and have clients complete appropriate 

forms. Assist clients by gathering personal information, arranging appointments, assisting with 

application completion, and explaining department policies and procedures. Answer routine questions. 

Research and record information related to medical data, assistance, or payments. Monitor, enter, and 

track medical related data. Assist with administrative procedures to ensure proper handling of medical 

issues for clients in a confidential manner. Monitor and access case numbers. Open and screen 

incoming mail and correspondence and direct it to appropriate staff members. Handle routine 

requests. Organize outgoing mail. Establish and maintain filing systems. Type and enter data, records, 

and forms. Prepare and review correspondence, forms, and reports. Copy records and documents. 

Prepare and organize conferences, meetings, or hearings. Prepare agendas. Take and transcribe 

minutes or notes from meetings. Submit items for approval. Prepare, review, and process vouchers, 

billings, and purchase orders. Follow up on a variety of activities, ensuring that prescribed schedules 

are adhered to and that necessary administrative procedures are followed.  

  

MINIMUM QUALIFICATIONS:  

High school diploma or GED and one year of increasingly responsible clerical experience. Comparable 

combination of education and experience may be considered. Must successfully complete pre-

employment background process. Ability to perform a variety of moderately complex secretarial and 

clerical tasks while exercising independent judgment. Ability to communicate effectively orally and in 

writing. Ability to establish and maintain effective working relationships with employees, other 

agencies, and the public. Willingness to participate in the agency, demonstrate team participation and 

a work place philosophy that enriches staff's ability to reach goals, and provide a high level of 

customer service. Ability to maintain professional appearance and demeanor.  

  

PREFERRED QUALIFICATIONS:  

Associates degree in administrative science, accounting, or related area. Previous experience 

maintaining financial records. Knowledge of Microsoft Office products and general office equipment.  

   

APPLICATIONS MAY BE FILED ONLINE AT: http://jobs.minnehahacounty.org  
OUR OFFICE IS LOCATED AT: 415 N Dakota Avenue, Sioux Falls, SD 57104  
605-367-4337 jobs@minnehahacounty.org 

Job #20-13  
ADMINISTRATIVE CLERK  

MB  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, 
national origin, citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. Arrangements for 
accommodations required by disabilities can be made by contacting Human Resources at (605) 367-4337.  
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