JOB DESCRIPTION

TOWN OF LAKEVILLE

EXECUTIVE ASSISTANT-SELECTMEN’S OFFICE 
GENERAL STATEMENT OF DUTIES:
Provide administrative support to the Selectmen and Town Administrator.

SUPERVISION RECEIVED:
General supervision received from the Town Administrator.

ESSENTIAL RESPONSIBILITIES:


Perform a wide variety of administrative duties to assist the Board of Selectmen and Town Administrator in managing the Town.


Permits and Licenses:  Oversee all permit and license records.  Be knowledgeable about the rules and regulations for permits and licenses, and provide assistance and information to citizens, town officials, and employees.


Planning:  Provide clerical support to the Town’s planning committees.  Assist in the development, implementation, and maintenance of the Master Plan, Open Space and Recreation Plan, and Interdepartmental Communications Plan.


Emergency Management:  Assist with emergency management issues, including the maintenance of the Town’s emergency management plan, training of employees and volunteers, and attendance at meetings with representatives from the State and federal government.


Town Meetings:  Assist with the preparation of Town Meeting warrants.


Insurance:  Process insurance claims, including those for workers’ compensation, vehicles, buildings, and general liability.


Town Report:  Be responsible for the publishing of the annual Town report.


Purchasing:  Responsible for the preparation of bid documents and the bidding and purchasing of equipment, materials, supplies and services.  Type and submit legal notices to newspapers and State agencies.  Attend bid openings.  Type contracts and other correspondence.  Provide necessary documentation to the Town Accountant.  Maintain bid lists.  


Vehicles:  Maintain list of vehicles, including make, model, vehicle identification number, purchase date, cost, mileage, and license plate number.  Maintain copies of each title and forward original title to Town Accountant.  Send any required information to insurance company. 


Appointments:  Maintain information relating to appointments and re-appointments for all boards, commissions and employees.  


Website:   Responsible for the maintenance of the website for the Town of Lakeville, which includes working with other Departments to gather information for the website, keeping of the website calendar and keeping the website updated.  

General:


Prepare agenda and materials for Board of Selectmen’s meetings, post meetings, notify participants of agenda appointments and topics.  


Responsible for receiving meeting minutes from the clerk and ensuring the accuracy of Board of Selectmen’s minutes prior to approval. 


Schedule appointments and arrange meetings for the Selectmen and the Town Administrator.

Assist Animal Control Department with clerical duties and work with Animal Control Officer on the adoption of animals; maintain shelter website.  


Maintain general and confidential records and files for the Selectmen and Town Administrator, including correspondence, reports, and memos.


Prepare and type correspondence for Board of Selectmen and Town Administrator.


Assist various committees/departments with miscellaneous clerical duties.  

Maintain adequate supplies for various office needs, including copier paper and supplies, general office products, fax machine supplies, and coffee.  


Be responsible for the upkeep of copiers and fax machines.  

OTHER REQUIRED RESPONSIBILITIES:

Provide information by telephone or in person to town officials, employees, residents, and other parties concerning town policies and regulations.  Provide general information about the Town of Lakeville, organizations, and events within the town.


Perform other duties as may be required.

QUALIFICATIONS AND SKILLS:


Excellent organizational, clerical, and communication skills.


Working knowledge of office procedures, practices, and equipment.


Working knowledge of personal computers.  Working knowledge of Microsoft Office software preferred.


Ability to exercise independent judgment.


Ability to deal effectively with people in a pleasant and courteous manner.


Ability to maintain confidentiality.


Ability to handle various complex tasks as well as follow complex written and oral instructions.


Considerable knowledge of the process of local government preferred.


Ability to work under pressure.


Ability to work overtime as necessary to complete tasks.

EXPERIENCE AND TRAINING:


An Associates Degree from an accredited College or University is required, and a Bachelors Degree is preferred.  However, an equivalent combination of education and work experience may be allowed.


Five (5) years of responsible organizational and clerical experience is preferred in a governmental agency.

WORKING CONDITIONS


Regular hours of work are 9:00 a.m. to 4:00 p.m., Monday through Friday.  The Board of Selectmen has regular meetings every two (2) weeks on Monday night.  These meetings generally start at 7:00 PM and last between one (1) and three (3) hours.  Special meetings can be held on any day.  It is usual that some overtime work will be needed during the winter and spring months to assist in the budget process.


This position is an exempt position as regarding federal and state minimum wage and overtime requirements and, therefore, is not eligible to be paid at the rate of time and one half (i.e., one and one-half times) the regular rate of pay for all hours worked beyond forty hours in a workweek.

The list of essential job functions, qualifications and skills is not exhaustive and may be supplemented at any time.

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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