ADMINISTRATIVE ASSISTANT

(BOARD OF SELECTMEN/TOWN ADMINISTRATOR)
Position Purpose:
Performs administrative and clerical work supporting the offices of the Board of Selectmen, Town Administrator, Building Department, and the general operations of the Town Hall.  The incumbent has highly responsible duties including independently maintaining and/or supervising the maintenance of financial, personnel, and other records, transcribing and producing customer quality correspondence and other routine documents, and acting as a liaison with other town  departments and divisions.  Performs a variety of very responsible functions of an administrative and technical nature requiring the exercise of judgment to interpret guidelines and carry out assignments independently.  Work at this level requires a working knowledge of departmental operations, local and state laws, and involves both standard and non-standard practices and techniques.  Incumbent is called upon to handle a significant amount of details, each varying from the other in substance and content, requiring incumbent to approach workload with flexibility; exercises considerable judgment in responding to inquiries from the general public and managing workload and assignments.

Supervision:
Supervision Received:  Works under the policy direction of the Board of Selectmen and the general direction of the Town Administrator.

Supervision Given: Supervises one part-time employee.  Supervises seasonal and part-time interns, assigning tasks and providing instructions.

Job Environment:
Work is performed in an office environment, with frequent interruptions from the general public. 

Operates computer, printer, typewriter, calculator, tape recorder, telephone, copier, fax machine, and all other standard office equipment.

Makes very frequent contact with other municipal departments, local and state officials, vendors and representatives of outside organizations; makes frequent contacts with town residents and the general public; contacts are primarily in person and by telephone, and involves discussing routine and semi-complex information; contacts with the public require considerable patience and courtesy.

Has access to a wide variety of department-level and town-wide confidential information requiring  the application of appropriate judgment, discretion and professional office protocols; confidential information may include employee discipline matters, legal matters, policy concerns, etc.

Errors could result in considerable confusion and delay, cause poor public relations for the Town, and have legal repercussions.

Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Provides assistance to the Board of Selectmen, Town Administrator, the public, town personnel, and committee and board members in person and on the telephone; answers incoming calls and explains office procedures; refers calls to the appropriate area based on familiarity with all departmental operations within the Town; takes messages.  Responds to questions within level of expertise and authorization; customers requiring assistance beyond the individual’s knowledge or experience are referred to the appropriate person or department.

Responsible for building department administration, including the issuance of building permits, electrical, plumbing, and gas permits.  Coordinates activity of building, plumbing, electrical, and gas inspectors and handles correspondence.  Assists the public with building permits, coordinating review of the applications by other town departments and committees.  Has extensive knowledge of Zoning By-laws and assists public with interpretation.

Oversees the postage operations; ensures the coordination of outgoing mail on a daily basis and the maintenance of departmental postage accounts.

Oversees the maintenance of various Town Hall office machines including postage machine, copiers, telephone system, and fax machine.

Orders supplies for Town Hall machines and other supplies as needed.

Screens the Selectmen’s and Town Administrator’s incoming mail and responds appropriately to matters not requiring the personal attention of the Selectmen and Town Administrator.

Prepares the agendas for Board of Selectmen meetings; gathers, duplicates, and distributes background materials; attends meetings and transcribes minutes.
Sets up appointments; screens and refers requests for information; maintains records of actions to be taken by superior(s) and provides reminders.
Researches records, files, or reference sources to gather information on a given matter.

Prepares payroll for Selectmen’s office employees as well as building department inspectors and other part-time employees.

Processes accounts payable vouchers for the Board of Selectmen’s Office and numerous other budgets; maintains bookkeeping of accounts payable.

Types from copy, rough draft or general instructions a variety of documents which may include, but not be limited to, correspondence, memorandums, meetings and legal notices, orders, warrants, vouchers, purchase orders, permits, reports, newsletters and agendas; operates a personal computer, calculator and other office equipment.  Types and composes letters/memos for the Selectmen and Town Administrator.

Exercises responsibility for the maintenance, both manually and by computer, of important departmental records requiring the careful recording, classification and compilation of information; posts and records information; updates data; checks, sorts, records and files various materials.

Assumes day-to-day management of the office in the absence of the Town Administrator.

Regular attendance and punctuality at the workplace is an essential function.

Provides clerical assistance to other town departments as needed; may be required to attend special meetings and work on special projects; performs similar or related work as required, directed, or as situation dictates.

Recommended Minimum Qualifications:

Education, Training and Experience:

Associates degree or two years of post-high school training in business, secretarial science or related field; and three years of experience in general clerical and secretarial work; municipal experience preferred; or any equivalent combination of education and experience.

Knowledge, Ability and Skill:
Knowledge: Thorough knowledge of office procedures and equipment.  Complete knowledge of American business English and spelling.  Basic knowledge of bookkeeping techniques.  General knowledge of local government and its operations is preferred.  Familiarity with pertinent state and local laws relating to departmental operations is preferred.

Ability:  Ability to establish and maintain effective and harmonious working relationships with town officials and departments, state agencies, and the general public.  Ability to organize time, work independently and accomplish tasks in a timely manner.  Ability to communicate effectively in written and oral form, including the ability to compose correspondence and to prepare, type, and proofread reports as to form and logical flow.  Ability to maintain highly confidential information.  Ability to establish and maintain complex record keeping systems.  Ability to operate a computer, postage machine, telephone, and standard office equipment.  Ability to apply legal interpretations and precedents to current problems.

Skill:  Excellent administrative and clerical skills.  Expertise and skill in operating personal computers and applicable word processing, spreadsheet, database, and statistical applications.  Skill in all of the above listed tools and equipment.  Excellent customer service skills.  

Physical Requirements:
Minimum physical effort generally required.  While performing the duties of this job, the employee is frequently required to sit and talk or hear; occasionally required to walk, use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.  The employee must occasionally lift and/or move up to 10 pounds.  Must be able to operate a keyboard and calculator at efficient speed, and work at a computer for long periods of time.  Must have vision and hearing at or correctable to normal ranges.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

(This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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