Town of Cokeville – Employment Application
Position Applied For: Town Clerk
Salary Range: $25,000 – $30,000 annually (based on experience)
Personal Information
Full Name: ________________________________________________
Mailing Address: ___________________________________________
City: ___________________ State: ______ ZIP: ___________
Phone Number: ____________________________________________
Email Address: ____________________________________________
Driver’s License #: ______________________ State: ______
Are you legally authorized to work in the United States? ☐ Yes ☐ No
Education
	
	School Name
	Location
	Major/Field of Study
	Diploma/Degree
		Years Attended




	High School
	
	
	
	
	

	College/University
	
	
	
	
	

	Other
	
	
	
	
	

	Training/Certifications
	
	
	
	
	



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Employment History
(List most recent employer first. Attach résumé if additional space is needed.)
Employer: _________________________________________________
Address: _________________________________________________
Job Title: _________________________________________________
Dates Employed: From ___________ To ___________
Supervisor’s Name & Title: _________________________________
Phone: __________________________
Reason for Leaving: ______________________________________
May we contact this employer? ☐ Yes ☐ No
(Repeat section as needed for additional employment history.)
Skills and Experience
☐ Bookkeeping / Accounting
☐ Microsoft Office (Word, Excel)
☐ Recordkeeping / Filing
☐ Customer Service
☐ Meeting Minutes Preparation
☐ Utility Billing / Permits
☐ Payroll / Accounts Payable
Other relevant skills:
Professional References
(List three individuals not related to you who can speak to your qualifications.)
	Name
	Title
	Phone Number
	Relationship

	

	
	
	

	

	
	
	

	

	
	
	



	
	
	
	

	
	
	
	

	
	
	
	


Additional Information
· Explain why you are interested in the Town Clerk position:
· Describe any municipal or office management experience you have:
Acknowledgment and Signature
I certify that the information provided on this application is true and complete to the best of my knowledge. I authorize the Town of Cokeville to verify any information provided and to contact previous employers and references. I understand that false or misleading information may result in disqualification or termination.
Signature: ____________________________________
Date: _______________________
Submit completed application, cover letter, résumé, and references to:
Town of Cokeville – Attn: Mayor or Town Council
P.O. Box 99
Cokeville, WY 83114
Or email: clerk@cokevillewy.gov
The Town of Cokeville is an Equal Opportunity Employer.

