Town of Montville
Administrative Assistant (to the Select Board)

Role and Responsibilities
	The Assistant to the Montville Select Board is appointed by and reports to the Select Board. Working under the direction and oversight of the Board of Selectpersons/Assessors, the Administrative Assistant performs highly responsible administrative functions requiring the exercise of mature judgment and application of a broad knowledge of municipal operations.  The position requires a high degree of independent and autonomous work. This is a Part Time position, with expected hours per week of 15, per hour rate to be commensurate with experience. Individuals hired for the job of Administrative Assistant will be considered Probationary Employees for the first 6 months of employment. 

· Carries out the directives of the Select Board and assists the Board in managing the affairs of the town of Montville
· Attends weekly evening meetings of the Board, preparing agendas and providing support documents and information pertinent to agenda items. Takes minutes at the meetings
· Organizes and prepares for annual and special town meetings, including preparing warrants and the annual Town Report
· Researches various topics for Board review and discussion and prepares documents as needed
· Maintains knowledge of regulatory requirements affecting Town Business
· Serves as General Assistance Administrator
· Serves as Alcohol/Drug Testing Program Administrator
· Advises Board in developing and implementing administrative policy and procedures for conducting Town Business
· Advises the Board on issues affecting the Town and/or brought before the Board
· Communicates and coordinates with Maine Municipal Administration, various County, State, Federal agencies and departments and other entities as needed regarding Town Business
· Assists in budget preparation
· Prepares and places advertisements as needed for Town employment positions, procurement of goods and services, and required notices
· Prepares tenders for contracted services and materials purchased by the Town. These may include but are not limited to: salt, sand, plowing, construction and maintenance
· Acts as a Town agent for purchase of various materials and services as requested
· Maintains Select Board document retention
· Prepares, submits, and maintains documents required by and for various government or other agencies
· Communicates with Town residents on matters of concern to the Select Board
· Maintains confidentiality as per Freedom of Access Act (FOAA), and completes FOAA training annually. 
· Coordinates grant activities as requested including preparation, application submission, documentation, monitoring and follow-up
· Ensures compliance with regulatory requirements for health and safety
· Ensures maintenance of Town Office furnace, security system
· Administers insurance coverage of Town property and employees
· Performs other related work as required


