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         TOWN CLERK’S OFFICE

            TOWN OF MONTAGUE


 Kathern F. Pierce
                     One Avenue A


                    Town Clerk
             Turners Falls, MA   01376

               413-863-3200 Ext. 203

   
     Tina M. Sulda
              


    

               Asst. Town Clerk

JOB OPENING

ADMINISTRATIVE ASSISTANT
The Montague Town Clerk seeks a qualified candidate for the position of Administrative Assistant.  The position provides administrative support duties to the Town Clerk’s Office.  Assists in preparing for elections as well as maintaining official municipal records, issuing permits, certifications and licenses.
Educational Requirements:  A candidate for this position should have a High School diploma or equivalent with strong computer and writing skills, and one (1) to three (3) years experience in an administrative or similar environment.

Ability:  Must be able to communicate effectively verbally and in writing with excellent customer service and interpersonal skills.  Must have computer skills for word processing, spreadsheets and databases and be able to learn department specific software programs and website updating.

Physical Requirements:  Candidates must be able to lift at least 30lbs. and occasionally more when moving election equipment.  It is sometimes necessary to stand or sit at a keyboard for extended periods of time.  Some long day/late evenings are required for election related events. 

Wages:  This is a full-time union position with benefits.  Grade B wage scale is $19.28 in accordance with the Town of Montague Employees’ Association.

Please send cover letters and resumes to: Town Clerk, 1 Avenue A, Turners Falls, MA 01376 or townclerk@montague-ma.gov.  Applications will be accepted until Tuesday, September 19, 2023.  Montague is an EEO/AA.

Job Description:
	POSITION TITLE:
	Administrative Assistant
	DATE:
	May 2023

	DEPARTMENT:
	Town Clerk’s Office
	GRADE:
	NAGE B

	REPORTS TO:
	Town Clerk
	FLSA:
	Non-Exempt


Statement of Duties
The Administrative Assistant assists the Town Clerk with the statutory duties and responsibilities of the office. The position requires customer service and administrative duties supporting the operations of the Town Clerk’s Office in accordance with Massachusetts General Laws, Town Bylaws and regulations. This position requires a team player who is responsible and can demonstrate exemplary interpersonal skills, high integrity, and is a self-starter with excellent time management skills. 

Supervision/Guidance Received

Employee works under the general supervision of The Town Clerk in cooperation with the Assistant Town Clerk.
Job Environment
Work environment is busy with frequent interruptions from the telephone, general public and other departments.  Administrative Assistant is expected to locate, select, and apply the most pertinent practice, procedure, regulation, or guideline for a given situation.  Employee plans and prioritizes work in response to the nature of the transaction and/or the information involved, or sought, in a particular situation.  Is required to work outside of normal business hours and/or on weekends during predicted cyclic or seasonal periods. Engaging interdepartmental teamwork is essential.  Errors can result in a delay of service or legal repercussions. 
Position Functions
The essential functions or duties listed below are intended only as illustration 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, or extension of, the position.
Essential Functions

        

· Provides general information and professional customer service.

· Answers phone, email correspondence, and postal mail daily.

· Checks “Virtual Gateway” system daily for birth and death records to be processed.

· Maintains records and processes requests for dog licenses, business certificates, public records, and birth, death and marriage certificates.

· Registers and records death, birth and marriage records; sends marriage records to Registry of Vital Records.

· Issues business certificate renewal letters.
· Issues renewal letter for storage of flammables; processes registrations when received.

· Post Agendas and Time-Date stamp official records filed in the Clerk’s Office. 

· Assists Registrar of Voters with voter registration, census processing and street listing, certification of nomination papers and petitions. 

· Swears in elected board members, issues conflict of interest, and open meeting law records.

· Assists the Town Clerk as necessary before, during, and after all elections, including non-office hours when required.

· Assists residents with “over the counter” requests for absentee and early voting. Mails absentee and early voting requests and enters voters into VRIS.

· Performs similar or related work as assigned, directed or as situation dictates. Regular attendance at the workplace is required.

Recommended Minimal Qualifications
Education and Experience
A candidate for this position should have a High School diploma or equivalent with strong computer and writing skills, and one (1) to three (3) years experience in an administrative or similar environment.

Additional Requirements 

Knowledge, Skills and Abilities
A candidate for this position should have knowledge of the following:

· Principles, practices and methods related to office procedures
Skill in:

· Communication, customer service and organization skills 
· Proficiency with common office software (Microsoft Office Suite)
· Aptitude with technology (cloud/online information systems)

And the ability to:

· Manage and organize accurate, detailed records

· Handle multiple tasks simultaneously, despite interruptions

· Deal effectively with officials, employees, and the public

· Maintain patience, tact, and exercise good discretion

Tools and Equipment Used
· The employee operates standard office equipment (e.g., personal computer, telephone, copier, facsimile, scanner, ballot tabulators)

Physical Requirements
The physical demands listed here are representative of those that must be met by the employee to successfully perform the essential functions of this job.  Reasonable accommodations are considered to ensure individuals with disabilities can perform essential functions.
The employee is frequently required to sit, speak, hear, and use hands to operate computer during work hours.  The employee must regularly stand and walk. Vision requirements include the ability to read routine documents for analysis and general understanding and view a computer screen.  
The work requires lifting boxes with printed and other materials, office equipment and supplies weighing up to 30 pounds and being able to carry a reasonable quantity of materials from places where they are stored to places where they may be used. 

Work Environment  

The work environment characteristics described here are representative of those that the employee encounters while performing the essential functions of this job.  Reasonable accommodations are considered to ensure individuals with disabilities can perform essential functions.

Administrative work is performed under typical office conditions with constant interruptions.

Volume of work is subject to seasonal and cyclic variations.  The employee is required to work beyond the normal work day during peak periods including nights and weekends, such as during elections.  

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.
