
Cordry-Sweetwater Conservancy District 
8377 CORDRY DRIVE NINEVEH, IN 46164 
PHONE: 317-933-2893 FAX: 317-933-3628 

JOB OPENING 
Application Deadline is October 3rd 

Administrative Clerk 
Full Time Employment 

Looking for a full-time job within a lake community? Cordry-Sweetwater Conservancy District is 
looking for an energetic, customer service-minded individuals to work in our Office. The Administrative 
Clerk is responsible for answering phone calls, assisting customers, various administrative and clerical 
work, and helping the office staff. 

Ideal applicants will have good communication skills, handle, and count money, and work well with other 
teammates. 
Qualified applicants should email their resume and application to bbay@cscd-in.org. 

Primary Objectives & Responsibilities: 

1. Creates Seasonal Employee Schedules

2. Enters Boat Decal Records

3. Sells CSCD watercraft Decals (Required to be a Notary Public in the State of Indiana)

4. Assists with balancing marina cash drawers and deposits.

5. Enters Marina deposits and sales.

6. Operates the CSCD Social Media Accounts (Facebook, Instagram, & Twitter)

7. Updates the CSCD Website with important information

8. Maintains files and records, so that they are easily accessible.

9. Enter A/P vouchers.



10. Keeps updated septic records.

11. May be required to perform other duties as directed.

Job Qualifications: 

1. Must have good math skills and knowledge in accounts payable and receivable.

2. Previous office and customer service experience is required.

3. Notary preferred.

4. Must be available to work some Saturdays May through September 8am till 12pm.

5. Must be knowledgeable with computers and other office electronics. Excellent computer skills in a
Microsoft Windows environment.

6. Must have good communication skills both verbal and written.

7. Must be 18 years of age, have a high school diploma or equivalent.

8. Must have good working knowledge of CSCD Rules and Regulations. Must be constantly aware of
the inter-relationship of CSCD officials, other employees, volunteer organizations, freeholders, and
guests.

9. Must pass a drug screening test.

 Physical Demands Requirements: 

1. Must be able to sit and stand for long periods of time; must be able to lift 20 pounds.

Working Conditions: 

1. Will be required to work an established schedule to provide quality service to the CSCD. Exceptions
to the schedule will be made in the event of sickness or recognized emergencies.

2. Will be required to work some Saturdays June through August 8am to 12pm.


