TOWN OF GOSHEN

POSITION DESCRIPTION

Position Title:
Selectmen’s Administrative Assistant

Department:
Board of Selectmen

Supervisors Title:  First Selectman 

POSITION DESCRIPTION SUMMARY:

Organizes, plans, administers, directs and coordinates administrative activities for the First Selectman and Board of Selectmen and otherwise relieves officials of clerical work and business detail.  Functions as staff in researching and analyzing departmental data and procedures, recommending solutions and making strategic decisions.  Handles insurance and pension matters, maintains personnel records, obtains bids, designs and completes surveys, and performs other related duties.  Supervises the data entry activities for the Fiscal Office.

May act as project manager on assigned special projects.

PRIMARY RESPONSIBILITIES

Handles workers compensation, group life, health, dental and property/casualty insurance coverage.  Maintains pension files and the computerized contribution system and researches questions as necessary.   Maintains insurance certificates and performs other risk control record keeping.  Gathers data, analyzes proposals and recommends changes/additions/deletions from insurance coverage to Selectmen.  Handles routine matters and correspondence with all insurance carriers.

Maintains personnel files, answers questions relating to employee benefits, and sends notices of interest to all employees.  Maintains performance evaluation and salary change data.  Drafts jobs descriptions for approval by Board.  Places help wanted ads and job opening data with appropriate State departments and outside sources.  Maintains a manual of all approved job descriptions for all departments.  Drafts personnel and other Town of Goshen policies for Board approval.

Supervises the data entry activities for the Fiscal Office.

Researches and analyzes data and departmental procedures and recommends solutions.  Acts as project manager for implementation.

Gathers, collates, organizes and analyzes data.  Enters in computer and produces/designs reports.  Maintains a fixed assets inventory and insurance inventory for all departments.  Prepares budget estimates for general Town expenditures and selected departments.   Gathers data and completes surveys on expenditures, utilization of equipment and other topics.

Obtains data, vendor lists, prepares specifications, requests bids and maintains records of bids for various Town purchases.

 Places telephone calls, discusses various problems with citizens, representatives of local and State governments, vendors and others to obtain information; summarizes and presents to First Selectman.

May arrange meetings.
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Reads incoming mail.  Locates and attaches appropriate information to correspondence for use of First Selectman.  Drafts replies.  Composes and types routine correspondence, advertisements, legal notices and minutes for the Board of Selectmen.

Files correspondence and other records.  Compiles and types statistical reports. Makes copies of correspondence or other printed matter.

Issues, pistol permits, special event permits, hiking permits.  Maintains supply of proper forms for all permits.

Acts as System Coordinator for the telephone system.  Answers telephone and gives information to callers or routes calls to appropriate officials.
Acts as coordinator for the copy machine and fax machine, ordering supplies and/or service calls.  Orders other general office supplies as needed.

KNOWLEDGE AND SKILLS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the minimum levels of knowledge, skill, and/or ability necessary.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures or governmental regulations.  Ability to write reports, business correspondence and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, customers and the general public.

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, and other basic mathematical skills.

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

Ability to use Microsoft Office, Quickbooks accounting software and other office equipment.

Bachelor’s degree from four-year college or university; or one to two years’ related experience and/or training; or equivalent combination of education and experience deemed equivalent by the Town of Goshen.
Ability to use computers and ability to type.  Needs driver’s license.
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