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     Town of Rowe

Job Description – Administrative Assistant to the Boards 
Summary/Definition

Responsible  for complex clerical, secretarial and administrative duties providing support services to the Board of Selectmen, and occasionally other boards and committees as needed.
Supervision

Works under the supervision and administrative direction of the Select Board.
32 Hours per week  position , 4 days per week, 8 hours per day.  
Essential Duties and Responsibilities

The essential duties or responsibilities 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.

Personnel/Assistant Treasurer Responsibilities:   
· Employee orientation and counseling benefits and documentation requirements.

· Management of all employee information. Data such as names, titles, addresses, W4 status, benefit status Salary and position history, performance appraisal histories, and other critical employee information.
· Up-keep of I-9 documentation in files as well as I-9 binder.
· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
· Administer Employee benefits programs with regards to Health Insurance, Dental Insurance, Life Insurance, Optional Life Insurance, and AFLAC Plans:
· Communications with Companies Add/Drop

· Notifications of Changes to Employees

· Attend Hampshire Group Insurance Trust Quarterly Meetings Representing Rowe –
      Updating Insurance Premiums  

· Communications with Employees – Enrollment periods, optional services, etc.
· Performs tasks to establish and maintain employee/payroll records. Duties may include checking and auditing timekeeping records for compliance with established standards, maintaining time and attendance records, entering new hires into the payroll system, posting changes in pay and tax status, and miscellaneous changes. Tasks are generally routine and require little or no deviation from established procedures.  Acts as alternate payroll clerk for the Treasurer.  Works under close supervision of the Treasurer for these duties. 

· Ability to understand and answer questions of the complete employee handbook.  Remains current with personnel policies and procedures.
· Validates residence status and completes criminal background check on all new employees.
General Administrative Tasks 
· Updates the website with General News, Calendar events and meeting postings.  Assist board with posting and filing with Town Clerk of minutes.  Provide notices to citizens via the automated telephone notification system as needed.  

· May be required to represent the Executive Secretary during periods of absence

· Check General Town Post office box daily and distributes mail to the appropriate departments.
Grants & Large Projects
· Responsible for providing research, analysis and recommendation on special projects, as requested by the Board of Selectmen, e.g. Bridge and Road Projects, Open Space Project etc… Provides leadership and direction in the development of short and long-range plans; gathers, interprets and prepares data for studies, reports and recommendation.  Provides advice to Board of Selectmen and department heads, makes presentation to boards, town meeting and the general public.
·  Designated as the Chief Procurement Officer.  Assists in procurement activities such as the preparation of RFP’s and bid solicitation and ensures that all procedures are followed.  Assists in contract implementation for those contracts that have been awarded.  Works closely with FRCOG and Town Accountant.  Successfully complete the Massachusetts Certified Public Purchasing Officer Program within three years of hiring. 
· Serves as liaison to town counsel and federal, state and local governmental agencies.  Confers with town counsel on matters requiring legal assistance.
· Prepares applications for grants (All Departments) working closely with department heads, boards and committees.  Administers grants received, works with appropriate state and private officials on projects.

· Oversees all town building maintenance, construction and repairs Gracy House, Fire/Police Station, DPW and Town Hall.
·  Any other task as assigned by the Board of Selectmen and Board or Committee with Board of Selectmen approval.  
Recommended Minimum Qualifications:
Education and Experience:  
Three to five years of experience in clerical, secretarial or administrative work or an equivalent combination of education and experience.  Experience in municipal government is preferred.
Desirable Special Skills, Knowledge or Abilities:
The ideal candidate will be proficient in all Microsoft Office programs, will have good organizational skills and is able to multi-task.  Must be able to work independently and set priorities within established timeframes.  Ability to maintain confidentiality.  Working knowledge of municipal departmental operations and functions, together with general knowledge of municipal and state laws preferred.  Strong interpersonal skills and ability to communicate and deal with the public, town officials, employees; appropriately and effectively.  

Physical Requirements:
The following physical requirements are representative of those that must be met by the employee to successfully perform the essential functions of this job. The employee must be able to communicate clearly and concisely, orally and in writing.  While performing the duties of this job, the employee is frequently required to talk, hear, stand, sit, walk, write and use a keyboard. Occasionally the employee is required to reach, climb/balance, push/pull, and lift/carry objects up to 10 pounds. The position requires vision sufficient to both work in an environment where computer related activities, such as word processing, are customary as well as to satisfy the previously stated applicable requirements.
Job Environment:  

· Work is generally performed under typical office conditions; occasionally required to work evening hours and attend meetings of various town committees.

· Operates computers and printers, calculator, facsimile machine, scanner and other standard office equipment.  

· Makes frequent and direct contact with local, county, state, regional and federal agencies and officials, the media, community leaders, town employees and department heads, local civic and special interest groups, and the general public; contacts are in person, by telephone and in writing and require excellent customer service, public relation and negotiation skills.
· Has access to an extensive amount of highly confidential information relating to the Town of Rowe, the disclosure of which may cause serious repercussions; confidential information may include, but is not limited to, police investigations, labor negotiations, personnel records, contract development, ongoing litigation, and information about citizens etc…

· Errors in judgment and administration may have far-reaching effects on the Town’s ability to deliver services and may have direct financial and legal repercussions; errors may cause poor public relations.
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