
HELP WANTED 
Grundy County is seeking a detail-oriented, organized, and customer-focused 
Part-Time Administrative & Field Support Assistant to provide shared support to 
the Zoning Administrator and Environmental Health (Sanitarian) Office. This 
position performs a variety of administrative, clerical, scheduling, and basic 
field-support tasks that help ensure smooth daily operations across these 
departments. 

This role is ideal for someone who enjoys variety, public service, and supporting 
multiple functions within a county office. Applications are due by September 4, 
2026.

To Apply: Application forms and the full job description are available from the 
Grundy County Auditor’s Office, 706 G Ave, Grundy Center, IA 50638, and 
online at www.grundycountyiowa.gov. 

Grundy County is an Equal Opportunity Employer. Federal and state laws 
prohibit employment and/or public accommodation discrimination based on age, 
color, creed, disability, gender identity, national origin, pregnancy, race, religion, 
sex, sexual orientation, or veteran status. 

https://www.grundycountyiowa.gov/?utm_source=copilot.com


Grundy County Administrative & Field Support Assistant 
Part-Time | 16–29 Hours Per Week 

Grundy County, Iowa 

Position Overview 

Grundy County is seeking a detail-oriented, organized, and customer-focused Administrative & 

Field Support Assistant to provide shared support to the Zoning Administrator and 

Environmental Health (Sanitarian) Office. This position performs a wide range of administrative, 

clerical, scheduling, and basic field-support tasks that help ensure smooth daily operations across 

these departments. This role is ideal for someone who enjoys variety, public service, and 

supporting multiple functions within a county office. 

Key Responsibilities 

General Administrative Support (All Departments) 

• Provide courteous customer service in person, by phone, and via email. 

• Maintain organized digital and paper filing systems for permits, applications, reports, and 

correspondence. 

• Prepare, proofread, and distribute agendas, minutes, notices, letters, and reports. 

• Schedule appointments, inspections, hearings, and meetings; maintain shared calendars. 

• Assist with data entry into county and state systems. 

• Track deadlines, reporting requirements, and renewal dates. 

• Maintain office supplies, forms, and materials; reorder as needed. 

• Assist with assembling budget materials, tracking expenses, and organizing receipts. 

• Draft brochures, public notices, and informational materials as directed. 

Planning & Zoning Support 
(This position does not conduct or perform field investigations) 

• Assist with intake and logging of zoning and building permit applications. 

• Prepare and post public notices for Planning & Zoning Board and Board of Adjustment 

meetings. 

• Compile meeting packets, take minutes, and maintain official records. 

• Update zoning maps and digital files as directed. 

• Track complaints and maintain documentation of follow-up actions. 

• Organize materials for ordinance amendments, subdivision reviews, and board 

presentations. 

Environmental Health (Sanitarian) Support 
(This position does not conduct or perform environmental health testing.) 

• Assist with processing well and septic permit applications and related documentation. 

• Enter inspection data, water test results, and environmental health reports into required 

databases. 

• Prepare compliance letters, follow-up notices, and general correspondence. 

• Maintain records for the Iowa Private Well Grant Program and septic pumper 

inspections. 

• Assist with scheduling site evaluations, water sampling, and inspections. 

• Support quarterly and annual reporting by gathering data and preparing draft summaries. 

• Organize educational materials for public distribution. 



Grundy County Administrative & Field Support Assistant 
Part-Time | 16–29 Hours Per Week 

Grundy County, Iowa 

Basic Field & Operational Support (Non-technical) 
• Assist with preparing field materials, sampling kits, and equipment. 

• Accompany staff to field sites for documentation, photography, or note-taking (no 

inspections or regulatory decisions) as needed. 

• Help maintain logs for county vehicles and equipment. 

Minimum Qualifications 
• High school diploma or GED required. 

• Strong organizational and communication skills. 

• Proficiency with computers, including email, word processing, and basic data entry. 

• Ability to learn county and state systems, permitting platforms, and departmental 

procedures. 

• Ability to maintain confidentiality and handle sensitive information. 

• Valid Iowa driver’s license and insurability. 

Preferred Qualifications 
• Associate degree in office administration, public health, environmental health, planning 

and zoning, business administration, or a related field. 

• Experience in administrative support, customer service, or a local government setting. 

• Familiarity with permitting, zoning, or environmental health. 

• Experience working in public health, environmental health, or planning and zoning 

environments. 

• Familiarity with databases or record-keeping systems, including permitting platforms or 

DNR-related systems. 

• Knowledge of septic systems, well water testing, or environmental health programs 

(training can be provided). 

• Experience preparing agendas, minutes, public notices, or similar official documents. 

• Customer service experience in a front-desk or public-facing role. 

• Comfort working across multiple departments with shifting priorities. 

Reporting Structure 
The Administrative & Field Support Assistant works under the general direction of the Zoning 

Administrator, and Sanitarian, depending on the task or department being supported. The 

position may also receive guidance from the Board of Supervisors or Board of Health, for 

duties related to their respective offices. The employee is expected to maintain clear 

communication with each department, provide timely updates on assigned tasks, and support the 

preparation of materials for board or committee meetings as needed. The Administrative & Field 

Support Assistant will be evaluated annually by the Zoning Administrator and Sanitarian. 

 

Supervisory Responsibilities 
This position has no supervisory responsibilities. 
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Physical Demands and Work Environment 

The physical demands and work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this position. 

• Work is performed primarily in an office setting with regular use of computers, phones, 

and standard office equipment. 

• The position requires the ability to sit or stand for extended periods, walk short distances, 

bend, reach, and lift or carry materials up to 20 pounds. 

• Occasional field support may be required, such as accompanying staff to outdoor sites for 

documentation or administrative assistance. This may involve brief exposure to varying 

weather conditions, uneven terrain, or typical outdoor environmental factors. 

How to Apply 
Submit a county application, resume, and cover letter to the Grundy County Auditor’s Office, 

(alan.tscherter@grundycountyiowa.gov). Position open until filled. 

mailto:alan.tscherter@grundycountyiowa.gov


GRUNDY COUNTY, IOWA                                  EMPLOYMENT APPLICATION 
 

Grundy County, Iowa, is an equal opportunity employer and does not discriminate against any employee or applicant 
for employment on the basis of age, race, religion, creed, color, sex, national origin, or disability.  Please answer ALL 
questions.  Print or write carefully.  If you provide false, inaccurate, or incomplete information on this application 
form or in any interview or if you fail to disclose information requested on this application form or in any interview, 
you will not be eligible for employment, or, if you are hired, you will be subject to termination.  

Note:  If you have a physical or mental disability and you believe that an accommodation may be necessary 
in order for you to complete this application, please state the kind of accommodation which you believe is 
appropriate: ____________________________________________________________________________ 
 

PERSONAL INFORMATION (TO BE COMPLETED BY ALL APPLICANTS) 

Last Name  First  M.I. Date  

Street Address  Apartment/Unit #  

City  State  ZIP  

Phone  E-mail Address  

  Cell Phone  

Date Available  Social Security No.  Desired Salary  

Position Applied for  

Are you 18 years of age or older? YES   NO   Are you legally eligible to work in the  
United States? YES   NO   

Have you previously applied for 
employment with this county? YES   NO   If yes, when and under  

what name?  

Have you ever worked for this county? YES   NO   If yes, when?  

Is there any name, other than the name 
stated above, which you have previously 
used to identify yourself? 

YES   NO   If yes, set out.  

 

EDUCATION (TO BE COMPLETED BY ALL APPLICANTS) 

High School  Address  

    Did you graduate? YES   NO   Degree  

College  Address  

    Did you graduate? YES   NO   Degree  

Other  Address  

    Did you graduate? YES   NO   Degree  



 
GENERAL (TO BE COMPLETED BY ALL APPLICANTS) 
Subjects of special study or research work 

  

  

  

Special skills 

Activities:   

  

  

 
PREVIOUS EMPLOYMENT (TO BE COMPLETED BY ALL APPLICANTS) 

Employer  Phone (           ) 

Address  Supervisor  

Job Title  Starting Salary $ Ending Salary $ 

Responsibilities  

From  To  Reason for Leaving  

May we contact your previous supervisor for a reference? YES   NO    

Employer  Phone (         ) 

Address  Supervisor  

Job Title  Starting Salary $ Ending Salary $ 

Responsibilities  

From  To  Reason for Leaving  

May we contact your previous supervisor for a reference? YES   NO    

Employer  Phone (         ) 

Address  Supervisor  

Job Title  Starting Salary $ Ending Salary $ 

Responsibilities  

From  To  Reason for Leaving  

May we contact your previous supervisor for a reference? YES   NO    

 
In addition to the foregoing, be sure to include an explanation of all gaps in time of employment by attaching extra pages 
or providing details on the back of this page.  Also, please set out your attendance record with your last three employers.   
Other than vacation and holidays, how many days did you miss work in the last three years?  ______________________ 
How many months have you been unemployed in the last twelve months? ______________________________________ 
How many months have you been unemployed in the last 36 months?  _________________________________________  
 
 
 
 



TERMINATIONS AND DISCIPLINARY ACTION (TO BE COMPLETED BY ALL APPLICANTS) 

For purposes of the following questions, the term “fired” means firing from employment, termination of employment, discharge from employment, 
or any involuntary separation from employment, and the term “quit” means a resignation from employment, a failure to return to work, or any 
voluntary separation from employment.  If you answer “yes” to any of the following questions, you must provide detailed information on a 
separate form or on the back of this sheet. 

Have you ever been fired?                     YES            NO   

Have you ever been asked to quit?                     YES            NO   

Have you ever quit after being told that you would be fired if you did not quit?                     YES            NO   

Have you ever quit after being advised disciplinary action would be taken against you?                     YES            NO   

Have you ever quit after disciplinary action was taken against you?                     YES            NO   

For purposes of the following questions, the term “disciplinary action” means any adverse action taken by the employer against the employee for 
reasons relating to conduct or performance and the term includes, but is not limited to, counseling, verbal warnings, written warnings, verbal 
reprimands, written reprimands, paid suspensions, unpaid suspensions, days of reflection, and involuntary separation from employment. 
If you answer “yes” to any of the following questions, you must provide detailed information on a separate form or on the back of this sheet. 

Have any of your previous employers ever taken any disciplinary action against you?                     YES            NO   

Have you ever been ordered, directed, or required to pay money to your employer as a 
part of disciplinary action that was taken against you?                     YES            NO   

Have you ever been ordered, directed, or required to return property to your employer 
as a part of disciplinary action that was taken against you?                     YES            NO   

 
CRIMINAL RECORD (TO BE COMPLETED BY ALL APPLICANTS) 
The term “convicted” includes a guilty plea, a plea of nolo contendere or no contest, a deferred judgment or adjudication, and an 
adjudication of guilt or delinquency as a minor.  If you answer “yes” to any of the following questions, you must provide details on the 
back.  Note:  Convictions will not necessarily bar you from employment.  We will consider the number, nature, seriousness, and recency of 
the convictions in making our decision. 

Have you ever been convicted of a crime?      YES       NO   

Please explain:  

 
THEFT (TO BE COMPLETED BY ALL APPLICANTS) 

For the purposes of the following questions, the term “theft” means taking, possession, or controlling property belonging to an entity (such 
as a company, partnership, or sole proprietorship) or belonging to another person without the right or authorization to do so.  “Theft” 
includes, but is not limited to thefts of cash (currency and coin), thefts of checks, thefts of funds (by wire transfer or otherwise), misuse or 
unauthorized use of credit/debit cards, thefts of property, misuse or authorized use of accounts or allowances (clothing, mileage, meals, 
etc.), thefts of time (timekeeping abuse, improper use of leaves of absence, employer time spent on non-employer related matters, etc.), 
and thefts of service (use of employer’s property to perform unauthorized work). 

I. Have you ever committed an act of theft that involved your place of employment?      YES       NO   

If your answer is “yes” to the preceding question, you must answer the following questions. 
Was the act reported to or identified by the employer? 
 

 
YES       NO   

Did the employer take any disciplinary action against you? YES       NO   

Did the employer report this action to law enforcement? YES       NO   

Did you pay money or transfer any property to the employer as a result of your act? YES       NO   

II. Have you ever committed an act of theft that did not involve your place of employment?      YES       NO   

If your answer is “yes” to the preceding question, you must answer the following questions. 
Was that act reported to or identified by the victim? 
 

 
YES       NO   

Did the victim report this action to law enforcement? YES       NO   

Did you pay money or transfer any property to the victim as a result of your act? YES       NO   
 
 



MILITARY SERVICE (TO BE COMPLETED BY ALL APPLICANTS) 

Branch  From  To  

Rank at Discharge  
Type of Discharge 
and attach copy of 
Form DD-214 

 

If other than 
honorable, explain  

 

REFERENCES (TO BE COMPLETED BY ALL APPLICANTS) 
Please list three professional references. 

Full Name  Relationship  

Company  Phone (           ) 

Address  

Full Name  Relationship  

Company  Phone (           ) 

Address  

Full Name  Relationship  

Company  Phone (           ) 

Address  

 

DISCLAIMER AND SIGNATURE (TO BE COMPLETED BY ALL APPLICANTS) 
I certify that the statements made by me in this application and all related information which I have provided are true, accurate and complete to 
the best of my knowledge.  I understand that if I provide any false, inaccurate, incomplete or misleading information in my application or 
interview, I will not be eligible for employment, or, if I am hired, that I may be terminated regardless of the date on which Grundy County 
discovers the violation of its policy regarding application form dishonesty. 

In connection with my application for employment with Grundy County, I expressly authorize the release to Grundy County of any records or 
information which may refer or relate to my application for employment, including, but not limited to, records of schools, law enforcement or 
criminal justice agencies, and previous employers.  I hereby release and discharge Grundy County and any other person, firm, agency or 
corporation from any and all claims and liability which I may have or ever claim to have relating to information provided to Grundy County as 
part of my application for employment. 

If I am offered and accept employment with Grundy County, I understand that my employment is At Will and that my employment may be 
terminated at any time and for any reason either by me or by Grundy County. 

Signature  Date  

 
NOTE: Please attach a resume and cover letter. The application, resume, and cover letter can be 
returned to the Grundy County Auditor’s Office, (alan.tscherter@grundycountyiowa.gov). 

mailto:alan.tscherter@grundycountyiowa.gov
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