ADMINISTRATIVE ASSISTANT TO THE SELECTBOARD
Town of Bradford Job Description


The Administrative Assistant will assist the Selectboard, as directed by that board through its chairman, in day-to-day governance of the town.

GENERAL DUTIES AND RESPONSIBILITIES

1.
To assist the Selectboard to carry out more effectively their duties and responsibilities by providing effective staff support and/or service.

2.
To act as liaison between the various boards and town officers, such as Planning Commission, Zoning Board of Adjustment, listers, auditors, zoning administrator, treasurer and town clerk.

3.
To be available to the people of the town of Bradford to hear complaints, questions and suggestions and work with the appropriate boards and officials to handle these matters.

4.
To serve as liaison with regional, state, and federal agencies to advise the Selectboard and other Boards.

5.
To collect information relating to issues facing the town and to analyze, interpret and summarize it for action.

6.
To assist in the preparation of applications for grants-in-aid from state, federal or other agencies and to assist in administration of grants received by the town of Bradford.

7.
To administer and enforce the ordinances and bylaws of the town of Bradford not specifically delegated to others.

8.
To furnish to the Selectboard annually a detailed budget proposal for their review and recommendation to the town and assist the Selectboard in meeting their fiscal responsibility.

9.
To assist the Selectboard in preparation and update of appropriate policies and guidelines for the town. Develop and maintain a resource library for use in this effort.

10.
Attend all Selectboard meeting and hearings. Take and transcribe minutes, post minutes and warnings of meetings.

QUALIFICATIONS

1.
A good background in the workings of town government either through experience and/or education.

2.
Familiarity with and knowledge of programs and agencies that directly affect the town whether federal, slate, regional or private.

3.
An ability to deal with the public, other officials, members of other boards and state and federal officers or representatives in a manner that is diplomatic, firm and knowledgeable.

4. Good writing and oral presentation skills are necessary. Knowledge of the use of a computer is essential.

5. Proficiency with Microsoft office is essential.

TERMS OF EMPLOYMENT

1.
Full time. Pay based on experience, hours TBD.

2.
Probationary period will be 6 months.

3.
The Administrative Assistant shall not simultaneously hold any elective office within the town.

