ASSISTANT TO ADMINISTRATION

Definition

Very responsible administrative and skilled secretarial and financial and other organizational work to assist with the functions and activities of the Board of Selectmen and the operations and administration of the office of the Town Administrator; all other related work, as required.

Supervision

Works under the general direction of the Town Administrator and the Assistant Town Administrator, employee plans and carries out the regular work in accordance with departmental rules, regulations and policies and previous training, with substantial responsibility for determining the sequence and timing of action and substantial independence in planning and organizing the work activities.  

Performs a variety of responsible secretarial, financial, organizational and other administrative functions and computer application work supporting the administrative functions of Town Administration and the Board of Selectmen. Employee is expected to solve through experienced judgement most problems of detail or unusual situations by adapting methods or interpreting instructions to resolve the particular problem.  Technical and policy problems or changes in procedures are discussed with supervisor, but ordinarily the employee plans the work, lays it out and carries it through to completion independently.  Work is generally reviewed only for technical adequacy, appropriateness of actions or decisions and conformance with policy or other requirements.

Supervisory Responsibilities

May direct the work of other clerical staff, full-time, part-time or seasonal, as assigned.

Work Environment

Work is performed under typical busy office conditions; while work environment is moderately quiet there are regular interruptions from the public, external agencies and other town employees. Most work is performed during normal business hours, however, the employee is regularly required to attend evening meetings which are part of the regular schedule.

Employee operates standard office equipment, including but not limited to main-frame and personal computers and software applications, fax machine, telephone, printers, calculator, postage and copy machines and related equipment. 

The employee has constant contact with the general public, other town departments, employees and officials, regular contact with other towns’, state and federal officials and agents, local organizations, contractors, vendors and business community members.  Contact is in person, by telephone, email, fax and in writing.  

The employee access to town-wide confidential information , including personnel records, collective bargaining negotiations, bid proposals, law suits, financial information and criminal records and investigations..

Errors could result in minor delay or loss of service to the public or employees, monetary loss or legal repercussions.

Essential Duties and Responsibilities

The essential factions 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.

Serves as confidential assistant to Town Administrator, Assistant Town Administrator and Board of Selectmen, providing secretarial and administrative services in strict confidence and with the utmost concern for the confidentiality of all information.

Performs all secretarial duties: i.e. typing correspondence and permits, filing, answering telephone, taking messages, making copies, sending facsimiles, receiving and forwarding facsimiles, maintaining all department records, maintaining computer and paper data bases, performing computer applications; sets up appointments; greets visitors; receives inquiries and complaints from the public and resolves or relays them for appropriate action; posts notices; processes and distributes mail, follows through on meeting direction.

Responsible for the independent administration of the total process of all licensing under the jurisdiction of the Board of Selectmen, including inquiries, applications, renewals, and violations; processes transactions and commitment sheets; sets up, maintains and updates licensing files and forms; resolves problems, pursues research for information and potential action, and ensures compliance with all deadlines and notification requirements.

Prepares the agenda for Board of Selectmen meetings; assembles pertinent background information and other documents for meetings; posts and distributes all agendas; confirms appointments of attendees; attends meetings, takes, transcribes and presents in report form minutes of meetings and hearings.

Assists in the preparation of the Annual Town Report, including the typing, proofing and preparation of the final print copy.

Assists in the preparation of Town Meeting warrants; posts warrant and ensures that all legal requirements are met; distributes to all concerned parties for review and comment.

Updates Town by-laws, Town Charter and other regulatory documents to maintain up-to-date research and reference materials.

Prepares correspondence from verbal direction, dictation and/or knowledge or transcription of meeting record; organizes and maintains correspondence files of Board of Selectmen, Town Administrator and Assistant Town Administrator, prepares forms and reports as required and/or directed.

Responsible for the organization, maintenance and security of all legal files; processes claims; prepares releases and maintains log of same. 

For Department of Board of Selectmen and Town Administration and other small departments, prepares and maintains purchase order log; responsible for billing procedures; accounts payable and receivable, maintains records of receipts and expenses; orders all office supplies, etc; maintains inventory records; processes purchase orders;

prepares invoices and vouchers; maintains account ledger; reconciles monthly Finance Director’s report; prepares forms and provides documentation; monitors project and department line item budget funds.

Prepares data for and manages the administration of the Town Administration and other small departments’ payroll; maintains personnel records, leaves and longevity records, prepares various personnel forms and monthly report.

Assists the Town Administrator with the preparation of the budget for the Town, performing research and providing input based upon knowledge of needs and past experience.

Assists the Town Administrator and the Assistant Town Administrator in the preparation for and process of collective bargaining negotiations and non-union personnel administration, maintaining strictest confidentiality of information, records and correspondence. Assists in the development and maintenance of centralized personnel systems, database and files.

Receives and performs specific project assignments, acting as sole staff or providing input and/or assistance from project planning through completion and final report.

Drafts and prepares proclamations, resolutions and certificates for presentation by the Board of Selectmen.

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

Recommended Minimum Qualifications


Education and Experience

Associate’s Degree in business administration and three years of progressively responsible experience in office management; experience in a municipal setting and dealing with the public preferred; or an equivalent combination of education and experience.

Knowledge, Ability and Skill

Thorough working knowledge of office procedures and practices.  Working knowledge of accounts maintenance practices and applicable computer programs and records management. Working knowledge of town government and departmental operations and relationships with other town departments and offices.

Ability to work independently.  Ability to organize, manage and maintain detailed and extensive records and prepare reports. Ability to maintain strictest degree of confidentiality.  Ability to meet and interact with the general public, other town staff and officials, external agents and representatives of local organizations effectively and appropriately, with tact, courtesy, discretion, professionalism and patience.  Ability to communicate clearly and properly both orally and in writing.  Ability to work effectively under time constraints.

Excellent customer service, oral and written communication and interpersonal skills.  Typing and computer proficiency.  Excellent organizational, secretarial, and shorthand.

Physical Requirements

Minimal physical effort is required to perform duties under typical busy office conditions.  The employee is frequently required to sit, speak, hear, and use hands to operated equipment. Employee required to walk, stand and reach. The employee may be required to lift objects weighting up to 30 pounds. Vision requirements include the ability to read routine and complex documents and use a computer. 


This job description does not constitute an employment agreement between the

employer and the employee and is subject to change by the employer, as the needs of the employer and the requirements of the job change.
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