TOWN OF HOPKINTON
HUMAN RESOURCES DEPARTMENT

_____________________________
Town Hall

18 Main Street

Hopkinton, Massachusetts 01748


NOTICE OF VACANCY: TEMPORARY POSITION


	Job Posting #
	FY13-03 PRAA

	Opening Date:
	July 26, 2012

	Closing Date:
	August 9, 2012

	Title:
	Parks and Recreation Administrative Assistant

	Type of Position:
	Temporary, Part Time (12 Hours per week)

	Salary:
	Grade C $10-$18/hour

	Position Location:
	Town Hall


The Town of Hopkinton (pop. 15,000) seeks qualified candidates for the position of Parks & Recreation Administrative Assistant.
DUTIES

Under the direct supervision of the Director of Parks and Recreation, this position provides administrative and clerical support to the Department and Board of Parks and Recreation. 

Principal Responsibilities:
1. Maintains department data bases, filing systems, financial and/or program records; department payroll, accounts payable and receivable, performs purchasing functions for department, compiles budget data.
2. Establishes, maintains, updates, and reviews vendor files, making changes when required.

3. Receives, open, screen and distributes mail; receives telephone calls and furnishes assistance to callers and office visitors.

4. Sets up hearings and meetings; takes notes or from tape recordings transcribes them in to the form of minutes; notifies interested parties of meetings/hearings.

5. Attends a counter or reception desk, answering routine inquiries and complaints and directs requests to appropriate staff; explains procedures and/or policies based on knowledge of town services.

QUALIFICATIONS 

To be considered qualified for this position, candidates must have the following:
Three (3) to five (5) years office management, clerical experience in a municipal setting, or an equivalent combination of education, and experience.
A candidate for this position should have a thorough knowledge of Business English, spelling and arithmetic, modern office equipment, practices, and procedures; ability to conduct basic arithmetical computations and tabulations with speed and accuracy; ability to maintain confidential information, take and transcribe meeting minutes, keep complex clerical records, and prepare accurate, detailed reports from such records; demonstrate personal computer proficiency in office software products; ability to prepare correspondence on routine matters, and perform routine office management details without referral to a supervisor; ability to establish and maintain effective working relationships with other staff, local officials, and the  public.

Education, Training, Special Licensure/Certification Requirements:

A candidate for this position should have a High School Diploma or equivalent, with advanced clerical training or certification preferred
APPLICATION PROCEDURE

To be considered for this vacancy, please reference Job Posting # FY13-03 PRAA in the subject line, and submit:

1. Current employees of the Town of Hopkinton may apply by submitting a letter to the Acting Human Resources Director, indicating their interest.  The letter should outline skills, training, and experience relative to the position.

2. Other applicants should complete and submit either a resume, or a Town of Hopkinton application for employment (available at the address below, and on our web site at: http://www.hopkintonma.gov), which should include the contact information for at least three (3) professional references.

Submit the above required information to:  jhellen@hopkintonma.gov   Please note: this address is for application materials only.  E-mail is our preferred method of application, however, if you wish to apply by mail, please send the required items to:

Jamie Hellen
Job Vacancy # FY13-03 PRAA
Town of Hopkinton

18 Main Street

Hopkinton, MA 01748

Incomplete submissions will not be considered.

The Town of Hopkinton does not discriminate on the basis of race, color, religion, national origin, age, gender, sexual orientation, genetic information, or disability in admission to, access to, employment in, or treatment in its programs and activities. The Town of Hopkinton is an equal opportunity employer, committed to diversity in our workplace.  
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