Job Posting — Building Department Clerk

NOW HIRING: Full-Time Building Department Clerk

The Gladwin County Building Department is seeking a dependable, organized, and customer-
focused individual to join our team.

This position plays a key role in supporting daily operations of the Building Department by
assisting residents, contractors, and staff with permits, inspections, records management, and
administrative services.

Salary: 17.26 + step increases of 5% every six months for two (2) years per Unit 6 contract.
Responsibilities Include:

« Assisting customers at the front counter and by phone
Processing permit applications and department records
Scheduling inspections

Collecting permit fees and processing payments
Maintaining accurate records and data entry

Support Building Department staff and operations

Qualifications:

High school diploma or equivaient required
Clerical or administrative experience preferred
Strong communication and customer service skills
Computer proficiency, including Microsoft Office
Municipal or permitting experience is a plus

Benefits:

s Health, dental, and vision insurance
« Retirement benefits
» Paid holidays and paid time off

To apply, please submit a- resume and cover letter by mail or e-mail to:

County of Gladwin

Attn: Jim Thurlow

555 W Cedar Ave.

Gladwin Mi, 48624

Email: James Thurlow <jthurlow@gladwincounty-mi.gov>

Application Deadline: Friday, October 2, 2026

Gladwin County is an Equal Opportunity Employer.



