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Nancy J. Huebel, Iosco County Clerk

JOB OPENING

The County Clerk is accepting applications for the full-time position of Civil/General Clerk.
This position performs a variety of tasks in processing of the Circuit Court cases. Attends/clerks
court sessions. Opens cases and enters case information on the computer. Regularly retrieves
and replaces case files and enters various documents to the case files. Copies documents and
utilizes a computer to look up information. Assists attorneys, parties and others by providing
counter assistance and responding to telephone inquiries. (The complete job description may be
reviewed at the County Clerk’s Office)

All applicants seeking employment should possess the following attributes and requirements:

High school diploma or equivalent.

Computer proficiency - mainframe and stand-alone PC.

Excellent verbal and written communication skills.

One year or more of office experience, preferably in a court, law office or legal setting
providing familiarity with data entry and filing systems.

5. Notary Public Commission; or, the ability to be bonded

B

This is a Union position, Level 3, starting at $21.05 per hour, including benefits.

Applications along with a current resume will be accepted at the losco County Clerk’s Office,
422 W. Lake Street, Tawas City, Michigan from 8:30 a.m. to 4:30 p.m. CLOSED FOR LUNCH
FROM 12:30 P.M. TO 1:30 P.M. No telephone calls, please. Applications and resumes will be
accepted until 4:30 p.m., July 10, 2026.
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