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ABOUT THE POSITION

$24.70 Нourly

As a Office Clerk II (Part-Time) with the City of Hawthorne will provide skilled, technical administrative

support to professional staff and management within the City Manager's office, the City Clerk's office, or

the Human Resources department. Operating in a fast-paced public sector environment, the individual in

this role acts as a primary point of contact for residents, external vendors, and city officials while managing
daily office operations. Key responsibilities include maintaining executive calendars, coordinating meetings,

processing departmental mail, and monitoring supply inventories to ensure smooth workflow efficiency

across leadership offices.

This list may be used for future vacancies in other departments.

The position requires a high degree of independent judgment, problem solving and time management. Are

you ready to make a difference?

REQUIREMENTS

Must possess a High School diploma or equivalent;

Three (3) years of progressively responsible experience performing office administrative

experience, ideally within local government or public sector agency.

DESIRED QUALIFICATIONS
Excellent written and oral communication and advocacy skills;

Attention to detail and accurate data entry;

Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint), Canva, AdobeAcrobat and record

management systems;

Experience working with governmental agencies, elected officials, public officials, and individual

residents;

Punctual nature and ability to handle schedule flexibility (as needed);

Commitment to valuing diversity and contributing to an inclusive working and learning environment

FOR MORE INFORMATION ON DUTIES AND RESPONSIBILITIES OF THE JOB CLASSIFICATION AND TO

APPLY: WWW.CITYOFHAWTHORNE.ORG/JOBS



Selection Procedures

For consideration, please complete a City employment application, and attach a résumé

Filing period opens Wednesday, July 8, 2026 -until filled. First review Wednesday, July 22,
2026.

All applicants will be reviewed and only those candidates determined to be most qualified on

the basis of experience and education, as submitted, will be invited to participate in the

selection process. The selection process may include but is not limited to an oral interview,

written exam and/or supplemental questionnaire.

As a condition of employment, candidates extended an offer of employment will be required

to complete a comprehensive background check, reference check and a pre-employment

medical exam.

City Hall business hours are Monday through Thursday 7:00 AM - 6:00 PM. City Hall is closed

every Friday and City Observed Holidays.

To reach the Human Resources Analyst for this recruitment please call (310) 349-2950 during

normal operating hours.

The City of Hawthorne is an Equal Opportunity employer and does not discriminate on the

basis of race, color, creed, ancestry, national origin, gender, marital status, sexual orientation,

religion, age, veteran status or disability.


