
2412 Southwest Ave, PO Box 71, Harlan, IA  51537-0071 | Phone: (712) 733-5185 | Fax: (712) 733-5184 | Email: jkelly@hmunet.com 

HMU Vision:  To be recognized as the premier provider of utility services

Greetings! 

Thank you for applying for our opening. 

In order to make this go as quickly and easily as possible for everyone, here are some guidelines for 

filling out the application. 

Only applications received during the listed time frame for posted and advertised openings will be 

accepted. HMU does not accept nor solicit applications when there are no posted or advertised 

openings. 

Please do not fill out an application until you have read and understand the Job Description duties of 

the open position. If a Job Description is not readily available, please request one.   

All parts and blanks of the application must be filled out including signature and date on the back 

page. No unsigned applications will be accepted.  Please do not substitute a resume for completing 

the application.  

Please list your main job duties and functions under Employment Experience. “See Resume” will not 

be considered a valid substitute. 

Applications will be accepted through November 14, 2025, or until postion is filled.
Please mail applications to:  Jennifer Kelly, PO Box 71, Harlan, IA  51537 or email to jkelly@hmunet.com. Applications can also be dropped of at Harlan Municipal Utilities; 2412 Southwest Ave., Harlan, IA  51537. 
Thank you for your interest in employment at Harlan Municipal Utilities. 

Stores Clerk
M-Th 6:30 am - 4:00 pm
Fri 6:30 am - 10:30 am

Must pass pre-employment drug screen and background check

mailto:jkelly@hmunet.com


APPLICATION FOR EMPLOYMENT 

 

(PLEASE PRINT) 
Posit ion(s) Appl ied For Dat e of  Appl icat ion 

How Did You Learn About  Us? 
  Newspaper   Employer Websit e   Social Media 

  Radio   Friend/ Relat ive   Employee 

Last  Name First  Name Middle Name 

Address     Number St reet  Ci t y St at e    Zip Code 

Telephone Number(s)   Email  Address 

Best  t ime t o cont act  you:   ………………………………………………………………………………. 

Best  way t o cont act  you:  ____ Phone cal l      ____ Text        ____   Email  

______:  ______AM/ PM 

Are you at  least  18 years of  age?. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    Yes        No 

Have you ever f i led an applicat ion wit h us before? ……………………………………….   Yes        No 

       If  Yes,  give dat e _____________________ 

Have you ever been employed wit h us before? ………………………………………………   Yes        No 

       If  Yes,  give dat e _____________________ 

Do any of  your f riends or relat ives,  ot her t han spouse,  work here? ………………   Yes        No 

Are you current ly employed?. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    Yes        No 

May we cont act  your present  employer? ………………………………………………………..    Yes        No 

Are you prevent ed f rom lawful ly becoming employed in t his count ry because of  

Visa or Immigrat ion St at us?   

     Proof  of  ci t izenship or  immigrat ion st at us wi l l  be required upon employment    Yes        No 

Dat e available for work  ______/ ______/ ______ What  is your desired salary range? ____________ 

Are you available t o work:  

  Ful l-Time (please indicat e    ____  Weekdays   ____ Weekends    ____ Evenings)   

  Part -Time (please indicat e    ____  Weekdays   ____ Weekends    ____ Evenings) 

  Temporary (please indicat e dat es available  ______/ ______/ ______ -  _____/ ______/ ______ 

Are you current ly on “ lay-of f ”  st at us and subj ect  t o recall? ………………………………….   Yes        No 

Can you t ravel i f  a j ob requires i t ? ………………………………………………………………………….   Yes        No 

WE ARE AN EQUAL OPPORTUNITY EMPLOYER 

We consider applicant s for al l  posit ions wit hout  regard t o race,  color,  rel igion,  

creed,  gender,  nat ional origin,  age,  disabi l i t y,  marit al or vet eran st at us,  or any 

ot her legal ly prot ect ed st at us.  



EDUCATION 

Describe any special ized t raining,  apprent iceship,  ski l ls and ext ra-curricular act ivi t ies.  

Are you current ly or have you been in t he US Mi l i t ary? 

_____ Yes      _____ No 

If so, please list time periods and any job-related training received. 

Name and Address 

Of School Course of Study 

Years 

Completed 

Diploma 

Degree 

Elementary 

School 

High 

School 

Undergraduate 

College 

Graduate 

Professional 

Other 

(Specify) 

Name and Address 

of School Course of Study 

Number 

of Years 

Completed 

Degree 

(Specify) 

Elementary 

School 

High 

School 
DIPLOMA 

YES OR NO 

Undergraduate 

College 

Graduate 

Professional 

Other 

(Specify) 



EMPLOYMENT EXPERIENCE 

 

Employer Dat es Employed 
Work Performed 

From To 

Address 

Telephone Number(s) Hourly Rat e/ Salary 

St art ing Final 

Job Tit le Supervisor 

Reason for Leaving 

Employer Dat es Employed 
Work Performed 

From To 

Address 

Telephone Number(s) Hourly Rat e/ Salary 

St art ing Final 

Job Tit le Supervisor 

Reason for Leaving 

Employer Dat es Employed 
Work Performed 

From To 

Address 

Telephone Number(s) Hourly Rat e/ Salary 

St art ing Final 

Job Tit le Supervisor 

Reason for Leaving 

Employer Dat es Employed 
Work Performed 

From To 

Address 

Telephone Number(s) Hourly Rat e/ Salary 

St art ing Final 

Job Tit le Supervisor 

Reason for Leaving 

If  you need addit ional space,  please cont inue on a separat e sheet  of  paper.  

List  professional,  t rade,  business or civic act ivit ies and of f ices held.  
You may exclude membership which would reveal  gender, race, rel igion, nat ional origin, age, ancest ry, disabil i t y or 
ot her prot ect ed st at us: 

St art  wit h your present  or last  j ob.   Include any j ob-relat ed mil it ary service assignment s and 

volunt eer act ivit ies.   You may exclude organizat ions which indicat e race,  color,  rel igion,  

gender,  nat ional origin,  disabil it ies or ot her prot ect ed st at us.  



ADDITIONAL INFORMATION 

Ot her Qual if icat ions 
Summarize special  j ob-relat ed skil ls and qual if icat ions acquired f rom employment  or ot her experience.  

SPECIALIZED SKILLS      (EQUIPMENT OPERATED) 

MACHINERY/ OFFICE EQUIPMENT SOFTWARE OTHER 

_________________ _________________ _________________ _________________ 

_________________ _________________ _________________ _________________ 

_________________ _________________ _________________ _________________ 

_________________ _________________ _________________ _________________ 

St at e any addit ional  informat ion you feel  may be helpful  t o us in considering your appl icat ion. 

Not e t o Appl icant s:   DO NOT ANSWER THIS QUESTION UNLESS YOU HAVE BEEN INFORMED ABOUT 

THE REQUIREMENTS OF THE JOB FOR WHICH YOU ARE APPLYING.  

Are you capable of  performing in a reasonable manner,  wit h or wit hout  a reasonable accommodat ion,  t he 

act ivit ies involved in t he j ob or occupat ion for which you have appl ied?  A review of  t he act ivit ies involved 

in such a j ob or occupat ion has been given.                        Yes          No 

REFERENCES 
1.  (         ) 

(Name) Phone#

(Address) Relat ionship 
2.  (         ) 

(Name) Phone#

(Address) Relat ionship 
3.  (         ) 

(Name) Phone#

(Address) Relat ionship 



APPLICANT’ S STATEMENT 

I c e rtify tha t a nswe rs g ive n he re in a re  true  a nd  c o mple te . 

I a utho rize  inve stig a tio n o f a ll sta te me nts c o nta ine d  in this a pplic a tio n fo r e mplo yme nt a s 

ma y b e  ne c e ssa ry in a rriving  a t a n e mplo yme nt de c isio n. 

This a pplic a tio n fo r e mplo yme nt sha ll b e  c o nside re d  a c tive  fo r a  pe rio d  o f time  no t to  

e xc e e d  45 da ys. Any a pplic a nt wishing  to  b e  c o nside re d  fo r e mplo yme nt b e yo nd this time  

pe rio d  sho uld  inq uire  a s to  whe the r o r no t applic a tio ns a re  b e ing  a c c e pte d  a t tha t time . 

I he re b y unde rsta nd  a nd  a c kno wle dg e  tha t, unle ss o the rwise  de fine d  b y a pplic a b le  la w, 

a ny e mplo yme nt re la tio nship  with this o rg a niza tio n is o f a n “a t will”  na ture , whic h me a ns 

that the  Emplo ye e  ma y re sig n a t a ny time  a nd  the  Emplo ye r ma y d isc ha rg e  Emplo ye e  a t 

a ny time  with o r witho ut c a use . It is furthe r unde rsto o d  tha t this “a t will”  e mplo yme nt 

re la tio nship  ma y no t b e  c ha ng e d  b y a ny writte n do c ume nt o r b y c o nduc t unle ss suc h 

c ha ng e  is spe c ific a lly a c kno wle dg e d  in writing  by a n a utho rize d  e xe c utive  o f this 

o rg a niza tio n. 

I a utho rize  Ha rla n Munic ipa l Utilitie s to  inve stig a te  a ll sta te me nts c o nta ine d  in my 

a pplic a tio n fo r e mplo yme nt a nd  to  inve stig a te  my q ua lific a tio ns, e duc a tio n, tra ining , a nd  

wo rk e xpe rie nc e . 

I a utho rize  Ha rla n Munic ipa l Utilitie s to  do  a  b a c kg ro und c he c k. 

In the  e ve nt o f e mplo yme nt, I unde rsta nd  that fa lse  o r misle a ding  info rma tio n g ive n in my 

a pplic a tio n o r inte rvie w(s) ma y re sult in d isc ha rg e . I unde rsta nd , a lso , tha t I a m re q uire d  

to  a b ide  b y a ll rule s a nd  re g ula tio ns o f the  e mplo ye r. 

___________________________________________      ________________________ 

   Sig na ture             Date  

FOR OFFICE USE ONLY 

Posit ion(s) Appl ied For Is Open:       Yes        No 

Posit ion(s) Considered For:      __________________________________________________________ 

Arrange Int erview          Yes                 No                     Dat e & Time  ___________________ 

Remarks  ___________________________________________________________________________ 

     ___________________________________________________________________________ 

Employed      Yes      No       Dat e of  Employment  __________________ 

Job Tit le ___________________________________      Hourly Rat e/ Salary  ___________________ 

Depart ment   ________________________________ 

By ___________________________________________________     __________________________ 
NAME AND TITLE                                                                                                    DATE    



Posit ion Tit le:  GENERAL MAINTENANCE & STORES CLERK 

Pay Range:  H8-H13 

 
 

Residency Classif icat ion:  Non-Emergency 

St at us:  Non-Exempt  

Supervisory Responsibi l i t ies:  None 

Report s t o:  Chief  Execut ive Of f icer 

 

Revised:  07/ 05/ 04,  09/ 26/ 2012,07/ 31/ 2013;  03/ 2017;  12/ 2017;  05/ 2022;  01/ 2025 

Summary:  The General  Maint enance & St ores Clerk is in charge of  al l  operat ions of  suppl ies 

and mat erial .   This individual  must  be able t o perform,  as required,  a good st oreroom 

operat ion.  

 

Job Content :  

• Responsible for issuing and ordering mat erial  and suppl ies for al l  Elect ric,  Gas,  Wat er and 

Telecom depart ment s.  

 

• Must  check and verif y al l  incoming suppl ies & mat erials for count  and damages.  

 

• Must  make verif icat ion against  Purchase Order and requisit ion sheet .  

 

• Assembles and issues mat erial  on requisit ion,  checking requisit ions for proper descript ions 

and quant it y.  

 

• Receives and st ocks mat erial  and equipment ,  checks and verif ies i t ems against  Purchase 

Order and packing sl ips.   Maint aining warehouse and working area,  mat erials and 

equipment  in a clean and orderly condit ion 

 

• Places i t ems received in t heir proper st al ls and numbered bins.  

 

• Makes periodic invent ory count  against  perpet ual  invent ory comput er records.  

 

• Responsible for any i t ems t hat  have been shipped incorrect ly,  or damaged it ems t hat  need 

t o be repaired,  as wel l  as it ems t hat  need t o be repackaged for shipping.  

 

• Should have f irst hand knowledge of  i t ems purchased local ly for al l  depart ment s.  

 

• Account able for t he physical  count  for year-end invent ory,  conduct s t he year-end invent ory 

and works wit h t he audit ors on invent ory count s.  

 

• Should be prof icient  in loading and unloading mat erial  f rom f reight  t rucks t o and f rom 

St ores and Warehouse wit h forkl i f t .  

 

• Conduct s cust odial  dut ies at  t he main headquart ers and old faci l i t ies at  405 Chat burn Ave.    

 

• Spot  spraying,  addit ional  t r imming and removal  of  t ree seedl ings at  al l  HMU faci l i t ies.    

 

• Ensure t hat  t he gat e bet ween t he main headquart ers and wat er plant  is open and secured 

daily for del iveries.    

 

• Promot es and fol lows safe working condit ions by adhering t o and pract icing safe and 

ef f icient  work rules as est abl ished.   

 

• Performs ot her dut ies as request ed or required.  

 

Qualifications:  To perform t his j ob successful ly,  an individual  must  be able t o perform each 

essent ial  dut y sat isfact ori ly.  The requirement s l ist ed below are represent at ive of  t he 

knowledge,  ski l l  and/ or abi l i t y required.   Reasonable accommodat ions may be made t o enable 

individuals wit h disabil i t ies t o perform t he essent ial  dut ies.  



Posit ion Tit le:  GENERAL MAINTENANCE & STORES CLERK 

Pay Range:  H8-H13 

 
 

Residency Classif icat ion:  Non-Emergency 

St at us:  Non-Exempt  

Supervisory Responsibi l i t ies:  None 

Report s t o:  Chief  Execut ive Of f icer 

 

Revised:  07/ 05/ 04,  09/ 26/ 2012,07/ 31/ 2013;  03/ 2017;  12/ 2017;  05/ 2022;  01/ 2025 

 

• Education and/or Experience: High School  graduat e or equivalent .   Post  high school 

educat ion preferred.  Previous warehouse and invent ory experience preferred.   Must  be 

able t o learn general  account ing t hat  pert ains t o warehouse operat ions.   

  

• Language Skills:  Abil i t y t o read,  analyze and int erpret  general  business correspondence,  

cat alogs and ordering forms.  Abil i t y t o writ e summary report s.   

 

• Mathematical Skills:  Abil it y t o apply basic concept s of  mat h.  Abil i t y t o calculat e f igures 

such as invent ory,  proj ect  cost s,  ordering cost s,  and shipping bi l ls.  

 

• Reasoning Ability:  Abil i t y t o solve pract ical  problems and deal  wit h a variet y of  concret e 

variables in sit uat ions where only l imit ed st andardizat ion exist s.  Abil i t y t o int erpret  a 

variet y of  inst ruct ions f urnished in writ t en,  oral  diagram or schedule form.  

 

• Certificates,  Licenses,  Registrations: Must  possess a val id Iowa driver’ s l icense.   Must  

maint ain cert i f icat ion in f orkl i f t s operat ion.   Must  fol low al l  Federal ,  st at e,  local  and HMU 

drug and alcohol  safet y pol icies.    

 

• Physical Demands:  Must  be physical ly capable of  loading,  unloading,  carrying mat erial  and 

smal l  equipment  for shipping & receiving,  operat ing forkl i f t ,  using hand and power t ools.   

 

Lif t ing:  5 pounds t o/ f rom f loor t o/ f rom 84 inches f rom f loor,  f requent ly;  60 pounds t o/ f rom 

f loor t o/ f rom waist ,  f requent ly;   

 

Push/ Pul l :  80 pounds on dol ly cart  for a dist ance up t o 100 feet  

 

• Work Environment :  The work environment  is t hat  which is t ypical  of  a warehouse 

environment  and surroundings.  

   

• Equipment :   Must  be capable of  operat ing of f ice and warehouse equipment ,  e.g.  scale,  

forkl i f t ,  pal let  j ack,  t wo-wheeler,  et c.   Must  be comput er l i t erat e.   

 

I have read and underst and t he informat ion cont ained in t he j ob descript ion and qual i f icat ions.   

This posit ion descript ion has been developed t o enhance t he communicat ion of  t he j ob in 

conj unct ion wit h performance expect at ions bet ween t he employee and supervisor.   The 

informat ion cont ained in t he posit ion descript ion is designed t o ref lect  t he charact erist ics of  

t he j ob.   From t ime t o t ime,  t he employee may be expect ed t o perform dut ies t hat  are not  

ref lect ed in t his descript ion.   This informat ion wil l  be reviewed on a regular basis for 

modif icat ion and change.   Eit her t he employee or management  may init iat e t his review at  any 

t ime.  

 

 

_________________________________       ________________________________  

Employee Signat ure                                           Supervisor 

 

  

_________________________________       ________________________________ 

Dat e      Dat e  
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