Administrative Assistant

Office of the Town Administrator

Town of Clinton

Purpose of Position:

The purpose of this position is to serve as office manager and confidential secretary to the Office of the Town Administrator/Board of Selectmen in the areas of clerical and staff support.

The following duties for this position include, but are not limited to:

· Act as confidential secretary to Board of Selectmen by preparing meeting agendas, maintaining meeting files, attending and assisting at meetings of the Board of Selectmen, preparing minutes of meetings for the Selectmen’s review and approval, maintaining records of meetings and executives sessions and distribution of approved minutes to various town departments.

· Attend and keep permanent record for grievance hearings relative to collective bargaining agreements.

· Act as confidential secretary to the Town Administrator.

· Act as licensing clerk to the Board of Selectmen, coordinating all business and liquor license transactions.

· Maintain and manage an office records management and filing system.

· Provide telephone coverage, filing, faxing and copying.

· Coordinate all activities related to preparation of the annual Town Report, including procurement and printing.

· Coordinate all activities related to the preparation of Town Meetings under the direction of the Town Administrator, in conjunction with the Town Clerk and Town Moderator.

· Act as appointment clerk for the Board of Selectmen and Town Administrator.

· Schedule and maintain a calendar of events and appointments for the use of the Clinton Town Hall Offices and Auditorium.

· Provide clerical and word processing support to the Board of Selectmen and Town Administrator.

· Collecting fees and cash for the Office of the Board of Selectmen and Town Administrator turning such receipts over to the Town Treasurer and keeping record of the same.

· Process and deliver daily mail to all town departments in the Clinton Town Hall.

· Prepare payroll for the Office of the Town Administrator.

· Oversee and order supplies for the Office of Town Administrator and building, where necessary.

· Oversee, provide instruction and support, and order supplies for the office machines in the Office of the Town Administrator/Board of Selectmen.

· Responsible for providing technical assistance, referrals and information to members of the public and other municipal employees.
· Assist the Town Administrator with administration of personnel, including, but not limited to, coordination of advertisements of employment opportunities and tracking personnel benefit records.

· Prepare bill vouchers for payment and maintain departmental accounting records.

· Assist in the administration of the property and casualty insurance program, including claim submission, documentation and follow-up.

· Assist Town Administrator with the maintenance of the municipal inventory.

Essential Training and Experience Required:

Associates Degree with 3 to 5 years related experience, or a combination of education, training and experience which provides the requisite knowledge, skills and abilities for this position.

Minimum Physical and Mental Abilities Required to Perform Essential Functions:

· Must be physically able to operate a variety of automated offices machines and equipment, including, but not limited to:  computer, calculator, facsimile, copier, tape recorder and telephone.

· Must be able to move or carry job related objects or materials.

· Must be physically capable of reaching various books, printouts, file boxes, copier paper, etc.

· Physical demand requirements are at levels of those for sedentary or office environments work.

Numerical Aptitude:

· Requires the ability to utilize mathematical formulas:  add and subtract, multiply and divide totals; determine percentages; interpret graphs.

Language Ability:

· Requires the ability to read a variety of professional, technical and administrative documentation, directions, regulations, instructions, method and procedures related to the position.

· May require ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech, such as:  billing statements, and follow-up letters to constituents and departments.

Interpersonal Communication:

· Requires the ability to communicate with people to convey or exchange professional information.

· Requires the ability to interact with people (i.e. staff, general public and elected officials) beyond giving and or receiving instruction.

Environmental Adaptability:

· Work is normally performed in an office environment:  headaches, eye strain, carpal tunnel and related occupational hazards associated with computer work reflect most common potential for injury.






