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California

(population 7,800) is a rare blend of small-town 
charm, big-city sophistication, environmental 

sensibility, and progressive values. Rooted in an 
agricultural past, the city has evolved into a thriving 
haven for small business, the arts, artisan food and 

wine, an outdoor lifestyle, and an atmosphere of 
positive community engagement.

Located an hour north of San Francisco and 20 
minutes from the scenic Sonoma coast, Sebastopol’s 

gently rolling, redwood-studded hills are at the 
heart of a region known for spectacular scenery, 
ideal climate, sustainable agriculture, endless 
recreation options, outstanding schools, and  

a superior quality of life.

Led by a visionary City Council committed to good 
governance, Sebastopol is a well-managed, fiscally 
sound, and environmentally responsible community 

rich in civic pride and benefitting from a progressive-
minded citizenry active in local affairs.  

This is an extraordinary opportunity to participate 
in the management and growth of one of Northern 

California’s premier communities.  

Now recruiting  
for the position of 
Account Clerk I

To apply for the position of  
Account Clerk I 

 for the City of Sebastopol 
please contact: 

City Finance Director Ana Kwong 
akwong@cityofsebastopol.org 

Finance Department: (707) 824-4879
City of Sebastopol  

7120 Bodega Avenue 
Sebastopol, CA 95472

Download the application:   
http://www.ci.sebastopol.ca.us/Connect-With-

Us/Employment-Opportunities

To learn more about Sebastopol, 
visit our website:   

www.cityofsebastopol.org

Sebastopol, California
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Deadline to Apply:   
August 24th, 2017 at 5:00 p.m. 

but will remain open until position is filled.

City of Sebastopol 
7120 Bodega Ave. 

P.O. Box 1776 
Sebastopol, CA 95473



Account Clerk I  
Job Overview

Duties include  
but are not limited to:

Compensation  
and Benefits

Under general supervision, to do clerical work of 

average difficulty involving the keeping and reviewing of 

financial and statistical records and to do related work as 

required. Other duties may be assigned.

• Performs clerical work of average difficulty in 
keeping financial records, or in recording and 
checking transactions or in preparing financial or 
statistical statements or reports.

• Collects, sorts and posts bills, invoices, warrants, 
receipts and other data; posts, checks, balances and 
adjusts accounts;  

• Makes arithmetical calculations and checks various 
statistical and accounting tables and reports;  

• Accumulates records and compiles statements; 
collects payments on water bills, business licenses 
and miscellaneous accounts;  

• Answers telephone and receives office callers in a 
courteous manner. Communicates with Public Works 
employees by means of radio. 

Salary 
$3,556 to $4,322 p/m

PERS Retirement System 
Classic members are 2% at 55. 
Employee pays the full 7%.

PEPRA members are 2% at 62. 
Employee pays the full 6.25%.

Insurance 
City provides the major medical coverage through 
Anthem Blue Cross or Kaiser. Employees contribute 
to the premium. Vision, Dental, Life Insurance and 
Short and Long-term Disability Insurance are  
also provided.

Leave 
Vacation accrual of 96 hours per year increasing to 
136 hours per year after four years, 14 paid holidays 
per year, and paid sick leave of 96 hours per year.

Deferred Compensation Benefits 
A deferred Compensation Section 457 program  
is available.

Other Benefits 
Include Child Care benefit options, Retirement 
Health Savings Account, Direct Deposit,  
and Longevity Pay

Complete job description  
and application:   
http://www.ci.sebastopol.ca.us/Connect-
With-Us/Employment-Opportunities
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