
Town ofTilton

Job Description: Administrative Assistant: Full time, Salaried, Exempt
April 2014

ADMINISTRATIVE ASSISTANT

JOB SUMMARY

Performs a wide variety of professional executive secretarial duties, which support the operation of the
Board of Selectmen's office. May provide support to other municipal management functions as
needed. Interfaces with the department staff and the public. Must exercise discretion, possess office
skills, be able to prioritize workload and maintain confidentiality.

SUPERVISION RECEIVED

Works under the general supervision of the Board of Selectmen and the Town Administrator. Duties
are performed independently or with consultation with the Town Administrator on matters of unusual
nature or when policy or practices and procedures are changed.

PRIMARY DUTIES

Attends meetings of the Board of Selectmen and records and transcribes the minutes of those
meetings.

Answers public inquiries and complaints, notifies the Board of Selectmen and Town Administrator of
inquiries and complaints as necessary.

Produces a wide variety ofcorrespondence, memoranda, reports and contracts.

Prepares the Board of Selectmen's meeting agendas,types and mails forms, correspondence and
notices. Posts legal notices. Coordinates information with other Town departments.

Receives inquiries by telephone, email and in person from varied sources including the public, elected
and appointed officials, state and federal agencies, etc. and provides the appropriate answers or refers
the questions to the appropriate Town department or agency.

Schedules appointments for the Town Assessor. Meets with residents to take applications and explain
requirements oftax exemptions and tax credits.

Mails and tracks Form BTLA A-9 to all property owners with charitable tax exemptions.

Prepares and deposits the Board of Selectmen's cash receipts (including Public Works, Land Use
Office, Police Department, and Boards/Committees that receive income) on a timely basis.

Maintains employee's personnel and fringe benefit files.






