ADMINISTRATIVE ASSISTANT

TOWN OF GILL

Definition:

Professional administrative work related to the administration and implementation of town policies, providing guidance and aid to the Selectboard and town departments and committees to facilitate the efficient operation of town business. 

Supervision

Works under the administrative direction of the Board of Selectmen, in accordance with the policies and procedures of the town. The employee functions independently, referring specific problems to the Board when clarification or interpretation of town policy or procedures is required.

Performs highly responsible work of a complex nature, requiring a thorough knowledge of town operations and the exercise of independent judgment in providing professional advice concerning daily operations and the administration of the policies, goals, regulations, and statutory requirements related to the administration and operation of the town.

Essential Duties and Responsibilities

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.

Responsible for providing research and analysis and making recommendations on special projects, as requested by the Board of Selectmen; recommends and initiates special projects as needed to improve operations of the town. 

Works with the Board of Selectmen to set the agenda for meetings of the Board, coordination and presentation of the annual budget, forecasting revenues and tracking state budget and local aid, preparing estimates for final expenditure and revenues, drafting warrant articles and development and maintenance of a capital expenditure plan. 

Coordinates all purchasing of supplies and services, ensures that all local and state procurement statutes, rules and regulations are followed.

Interprets the provisions of the Massachusetts General Laws and consults with town counsel regarding interpretation and implementation, on review of pending contracts and impact of laws and regulations. Responsible for inquiries and reporting to various state and federal agencies. 

Advises department heads on issues pertaining to town functions and policies; works with town boards and commissions in an advisory capacity; assists town officials with research on legal issues.

Participates in personnel matters, including recruitment and screening of job applicants, discipline etc.; develops job descriptions; and makes recommendations concerning personnel policies.

Responsible for coordinating all activities for the office of the Selectboard; responds to oral and written inquiries, requests for assistance and complaints; and refers citizens to appropriate venues.  

Implements decisions of the Selectboard; informs concerned parties of board actions. 

Attends meeting of the Board of Selectmen, takes and transcribes minutes; prepares news articles for local newspaper, and town newsletter; prepares for hearings and public meetings, and maintains building permits and vendor sales of rubbish stickers,.

Responsible for collection and compilation of the Annual Town Report.

Collects, records and turns over to the Treasurer money collected in the daily business of the office of the Selectboard including trash stickers, permits, licenses etc.

Prepares grant applications; researches and advises the Board of Selectman and other departments on grant opportunities.

Responsible for the coordination and preparation of warrants for Annual and Special Town Meetings; ensures compliance with all deadlines and legal requirements.

Serves as benefits administrator for the town, with regard to worker’s compensation and property/casualty claims; oversees administration of town insurance policies.

Administers the annual licensing and permitting activities under the jurisdiction of the Board of Selectmen.

Monitors the work of consultants under contract to the town and supervises all municipal construction projects.

Maintains professional competence through participation in relevant workshops, seminars and professional organizations.

Performs similar or related work, as required, or as situation dictates.  

Work Environment

Work is performed under typical office conditions. Performance of duties requires attendance at evening meetings, some travel and work beyond normal business hours.

The employee operates standard office equipment.

The employee has frequent contact with the public, town departments, vendors, consultants, and government agencies by telephone, email and in writing requiring skill in dealing effectively and tactfully.  

The employee has access to town-wide confidential information, including personnel files, bid documents and legal proceedings.

Errors could result in delay or loss of service, monetary loss, personal injury, damage to buildings or equipment and legal repercussions.

Recommended Minimum Qualifications

Education and Experience

Bachelor’s Degree in public administration, business or a related field; three years of municipal experience and office administration; or an equivalent combination of education and experience.

Knowledge, Ability and Skill

Knowledge of policies, principles and procedures of municipal government; working knowledge of municipal finance, budgeting and personnel policies; knowledge of state and federal laws and regulations and town bylaws.

Ability to establish and maintain effective working relationships with employees, officials and the general public. Ability to communicate clearly and concisely, in person, by telephone and in writing. Ability to maintain confidential information. Ability to plan and organize time and work independently. Ability to organize and maintain accurate and detailed records.

Good analytical and budgetary skills. Skill in the use of computer applications, including word processing and spreadsheets. Skill in organizing information and statistical records.

Physical Requirements

Minimal physical effort is required to perform duties under typical office conditions. The employee is frequently required to sit, speak and hear and use hands to operate equipment. Vision requirements include the ability to read routine and complex documents and use a computer.

This 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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