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ADMINISTRATIVE ASSISTANT TO THE TOWN MANAGER & SELECT BOARD 

PRIMARY PURPOSE 

The Administrative Assistant performs responsible administrative and secretarial duties 
providing support services to the Town Manager and the Select Board; other related work, 
as required. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The essential functions or duties listed below are illustrations of the various types of work 
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. 

Prepare correspondence, answer telephones, and provide assistance to the general public; 
prepare and type agendas, permits and licenses for Select Board approval. 

Compile the Town Report and budgets; coordinate publication and distribution of the 
Annual Town Report; prepare requests for proposals, requests for quotations, and 
invitations to bid. 

Assist town boards, committees and commissions, as required and answer questions 
regarding town personnel issues, town policies and procedures and Town Hall procedures; 
handle citizen comments and complaints and conduct follow-up on complaints; track 
deadlines; direct citizens to proper officials. 

Respond to telephone requests and make referrals, as necessary; maintain records and files; 
prepare and type correspondence and reports. 

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

SUPERVISION 

Works under the general direction of the Town Manager, following department rules, 
regulations and policies, requiring the ability to plan and perform operations and 
independently complete assigned tasks according to prescribed time schedules. 
Performance of duties requires knowledge of departmental and municipal operations and 
the exercise of judgment in responding to inquiries and interacting with the public. 
Questionable cases are referred to the Town Manager for advice and direction. 

WORK ENVIRONMENT 

Work is performed in a typical office environment, with considerable public interaction. 
The workload can fluctuate as a result of scheduled events, such as the end of fiscal and 
calendar years, appointment renewals and license renewals. 

The employee operates standard office equipment. 

The employee has regular contact requiring patience, tact and discretion with the public, 
town departments, county and state agencies. 
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The employee has access to confidential information, including collective bargaining 
negotiations, bid documents, and legal proceedings. 

Procedural errors could result in delay or loss of services, monetary loss or legal 
repercussions. 

RECOMMENDED MINIMUM QUALIFICATIONS 

EDUCATION AND EXPERIENCE 

High school diploma and advanced training in office management; five years of office 
experience; municipal experience preferred; or an equivalent combination of 
education and experience. 

KNOWLEDGE, ABILITY AND SKILL 

Knowledge of office practices and procedures; familiarity with town government; and 
federal and state regulations, as they relate to municipal government. 

Ability to work independently; ability to maintain confidential information; ability to 
maintain, manage and organize complex records; ability to interact appropriately with 
town employees, town officials and the general public; ability to coordinate work with 
other departments; ability to manage multiple projects simultaneously. 

Computer skills, including word processing and spreadsheets; excellent interpersonal 
skills; written and verbal communication skills. 

PHYSICAL REQUIREMENTS 

Minimal physical effort is required to perform duties in office conditions. The employee 
is required to stand, walk, sit, speak and hear, and use hands to operate equipment; 
occasionally required to lift stored files or boxes of supplies. Vision requirements include 
the ability to read and analyze documents and use a computer. 

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. 


