
  JOB OPPORTUNITY 
  
     

 
General Office Clerk 

(part-time) 
 
Clean Water Technology, a Marvin Group company, is founder and fabricator of the most advanced and sustainable 
wastewater treatment systems on the market.  Our flagship technology, known as the Gas Energy Mixing (GEM) System, 
boasts more efficient chemical usage, higher contaminant removal rates and drier sludge – all within a significantly smaller 
footprint than conventional treatment technologies.  In addition, CWT provides turn-key, full wastewater treatment 
solutions ranging from primary treatment (Screens, DAF Retrofits, Clarifiers) to biological treatment (MBR’s, MBBR’s, 
Anaerobic Digesters) to advanced filtration systems (UF, MF, UF, RO).  CWT focuses on providing the highest level of 
customer satisfaction and the best value within the smallest available footprints.   
 

 
RESPONSIBILITIES 

 Process daily mail and international shipment documents 

 Process  and create invoices 

 Distribute invoices to customers via email/regular mail and track invoice payment 

 Contact customers requesting payment for unpaid invoices 

 Use Excel to track customers and develop charts 

 Process check distribution 

 Minor correspondence writing 

 Answer phones 
 

 

SKILLS / REQUIREMENTS 
 1 year office experience  

 Proficient in Microsoft Word and Excel 

 Excellent communication and interpersonal skills 

 MUST be bilingual (English/Spanish) 

 Knowledge of SAP a plus 

 Ability to work in a fast-paced and high volume environment 

 Excellent organizational skills 

 Attention to detail  

 Ability to prioritize tasks 

 Team player  

 Must be able to lift up to 35 lbs 
 

 
 
 
 

Interested parties, please send resume to jobs@marvineng.com (include job title in email subject line)   or  Fax 1.310.680.3917    

Visit us at marvingroup.com  or   cleanwatertech.com 

 
The Marvin Group is an EEO/AA/Disability/Vets Employer. 

 

Our company uses E-Verify to confirm the employment eligibility of all newly hired employees. To learn more about E-Verify, including your rights 

and responsibilities, please visit www.dhs.gov/E-Verify. 

 

If you are an individual with a disability and require a reasonable accommodation to complete any part of the application process, or are limited in 

the ability or unable to access or use this online application process and need an alternative method for applying, you may contact Human Resources 

at 310.674.5030 x631. 
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