




• Knowledge of modern office practices and procedures;

• Knowledge of Microsoft Office (Word, Excel, PowerPoint, and other similar programs);

• Skill in planning and organizing work;

• Skill in utilizing such office equipment as a calculator, typewriter, facsimile machine, and copier;

• Skill in interpersonal relations;

• Skill in verbal and written communication;

• Skill in the use small office equipment, including copy machines or multi-line telephone systems;

• Skill in using computers for data entry, word processing, and/or accounting purposes;

• Ability to organize and communicate effectively;

• Ability to work independently with minimal supervision; and

• Ability to establish and maintain effective working relationships and communicate effectively with other employees

and the general public.

Supplemental Information 

A hybrid telework option is available. 

To apply: Please visit our website and complete an on-line application at www.iwus.net under the EMPLOYMENT tab.

Position is open until filled. 

Please Note: All County employees may be required to report to serve our customers during emergency conditions. While 

some will perform their regular duties, others may be assigned to report at a different time and location and to perform 

different duties from their regular jobs. Employees will either be deemed essential personnel and provide services that 

must continue regardless of or pursuant to a state of emergency or will be deemed nonessential personnel that will be 

required to report to work in an emergency if they receive an assignment to shelter duty or other duty. 

Agency 

Isle of Wight County 

Phone 

(757) 365-6266

Address 

17090 Monument Circle, Suite 108 

Isle of Wight, Virginia, 23397 

Website 

http://www.co.isle-of-wight.va.us/ 




