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Great Basin Museum Clerk 

Millard County 
Job Description 

 

Title: Great Basin Museum Clerk  Code:                   75-4192               

Division:  Administration    Effective Date:    6/11 

Department: Tourism     Last Revised:     8/23 
 

GENERAL PURPOSE 
 
Performs a variety of skilled duties to effectively assist in the smooth operation of the Great Basin 
Museum 
 
SUPERVISION RECEIVED 
 
Works under the general supervision of the Great Basin Museum Board. 
 
SUPERVISION EXERCISED 
 
None. 
 
ESSENTIAL FUNCTIONS   
 
Perform general office duties as required. 
 
Provide information within scope of knowledge to the public. 
 
Assist with volunteer scheduling and maintaining social media for the museum. 
 
Performs related duties as required. 
 
MINIMUM QUALIFICATIONS 
 
1.  Education and Experience: 
 

A. Graduation from high school; 
AND 

B.  Practical experience performing above or related duties. 
 

OR 
C.  An equivalent combination of education and experience. 

 
2.  Required Knowledge, Skills, and Abilities: 
 

Some knowledge of various computer applications such as Microsoft Office Suite and/or Corel 
Office Suite; general bookkeeping; maintenance of comprehensive records and files. 
 
Skilled in written and oral communication; clear and legible penmanship. Excellent customer  
service. 
 
Ability to type 40 wpm high with accuracy; work independently with little supervision and follow 
directions carefully; exercise initiative, independent judgement and act resourcefully under 
varying conditions; maintain effective working relationships with fellow employees, elected 
officials, and other agencies of the public; work on multiple projects simultaneously in a fast-
paced and challenging environment; follow projects to completion and meet deadlines; deal with 
the public courteously and professionally. 

 
3. Special Qualifications and Other Requirements: 
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Must acknowledge annual statement of ethical conduct. 
Must comply with all Millard County policies and procedures. 

 
4. Work Environment: 
 

Incumbents of the position perform in a typical office setting with appropriate climate controls.  
Tasks require variety of physical activities, not generally involving muscular strain, and does 
involve walking, standing, stooping, lifting, sitting, reaching, talking, hearing and seeing.  Rapid 
work speed required to perform keyboard operations.  Common eye, hand, finger, leg and foot 
dexterity exist.  Mental application utilizes memory for details, verbal instructions, emotional 
stability and discriminating thinking. 

 

***** 
Disclaimer:  The above statements describe the general nature, level, and type of work 
performed by the incumbent(s) assigned to this classification.  They are not intended to be an 
exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job 
descriptions are not intended to and do not imply or create any employment, compensation, or 
contract rights to any person or persons.  Management reserves the right to add, delete, or 
modify any and/or all provisions of this description at any time as needed without notice.  This job 
description supersedes earlier versions. 
 
I _________________________________have reviewed the above job description. Date:______    
                             (Employee)    


