
Position Description: 
 
The Assistant Town Administrator will assist the Town Administrator in all aspects of his/her 
work, including executing the policies and procedures put forth by the Select Board and at Town 
Meeting, and acting in such capacity as the Town Administrator may direct in municipal, state, federal 
and other issues affecting the Town. This position may administrator all phases of the Town 
Administrator's responsibilities, including day-to-day administrative coordination of those areas of Town 
government under the jurisdiction of the Select Board. 
 
Responsibilities: 
 

 Attend Select Board meetings and draft minutes 

 Maintain and improve the Town's webpage and on-line calendar 

 Help manage office correspondence and communications 

 Assist with preparation of the town report 

 Post legal notices in the newspaper and public areas 

 Track permits; communicate with applicants and board as necessary 

 Maintain an inventory of the Town's land and equipment, working with each department head 

 Staff Town Planning Commission, attend meetings and draft minutes 

 With Town Clerk, ensure Open Meeting Law compliance, ethics, swearing in, etc. 

 Work with Town clerk and other town staff as needed 
 
Qualifications: 
 

 High school or GE required; college degree preferred 

 Strong interpersonal and communication skills 

 Ability to proofread, edit and produce professional documents 

 Ability to represent the Town to townspeople and vendors respectfully 

 Experience in an office setting, answering phones and handling public inquiries and concerns 

 Ability to achieve timely results under varying circumstances 

 Good organizational skills, attention to detail and strong work ethic 

 Sensitive to and able to contain confidential information 

 Proficient computer skills (Word, Excel Outlook, etc.); 

 Ability to manage multiple tasks and projects with minimal supervision 

 Possess valid driver's license and reliable transportation; field work may be required 

 Must consent to criminal background check 

 Willingness to attend evening meetings 

 The superior candidate will also have some public or town government experience, webpage 
development and maintenance skills, grant writing and grant compliance experience, some 
personnel management skills, and good knowledge of social media. 

 


