[image: image1.png]CITY OF OLD TOWN JOB DESCRIPTION

Administrative Assistant

Effective Date Reports to: Status

May 2, 2017 Public Safety Director Non-Exempt

Rescinds: All Previous Job Descriptions

NATURE OF WORK

The Administrative Assistant is responsible for moderately complex and varied
clerical duties, including extensive contact with the public. The Administrative
Assistant will be required to work independently, as well as with members of
Public Safety and City staff. This is a 40 hour a week position supporting Public
Safety and Finance and Administration, however: additional hours and duties
may be required based upon the needs of the town.

Employee has access to confidential personnel and medical files, collective
bargaining information, lawsuits, and criminal investigations and records for
each department as a result of responsibilities for document filing, maintenance
of personnel records, medical records, criminal background investigations, and
complaints against the department(s) or City.
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The City of 

           OLD TOWN
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Application for Employment 

OLD TOWN PUBLIC SAFTETY
150 Brunswick Street

Old Town ME 04468

(207)827-3984

“We are an equal opportunity employer and service provider”
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These responsibilities are a representative sample of essential class duties but are not all-inclusive

The most important function of this role is public/resident support through in-person
interactions and oral and written communication. A majority of the functions are
completed independently; however, the incumbent will be expected to cooperate
during group assignments. The ability to take direction, as needed, from supervisors is
also required. The incumbent will be expected to become familiar with and follow all
City and City Office Safety Procedures. Specific duties are as follows:

Greeting and communicating with customers and visitors in a courteous, clear
manner;

Acting as a notary public;

Processing and billing medical and ambulance;

Processing/issuance of Concealed Weapons Permits;

Filing of electronic and paper court records;

Maintenance of parking ticket records;

Maintenance of Public Safety internet presence;





[image: image3.png]Filing, minute recording, and ordering supplies for the police department and
Fire Department;

Collecting and posting of Police/Fire and Finance/Administration payments
Varied generic clerical duties as needed.

General knowledge of police and fire department policies;

A working knowledge of office management, and computer systems used by
the department;

Ability to handle confidentiality issues;

Ability to work independently; and

Have strong record keeping, bookkeeping, telephone, communications and
customer service skills.
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These responsibilities are a representative sample of essential class duties but are not all-inclusive

The Administrative Assistant is a skilled position requiring a high school diploma or
state recognized equivalent and at least three years experience in a clerical role. The
incumbent must be at least 18 years of age and be a Notary Public or have the ability to
become one. The Administrative Assistant will frequently communicate with the public
and other stakeholders orally and in writing. It is required the incumbent demonstrate
the ability to write and speak in clear, cohesive language and quickly comprehend issues
or information. The incumbent must demonstrate experience in a demanding customer
service role, preferably in an office setting, proficiency with office management
software, and the ability to do basic math. The Administrative Assistant must be able to
juggle multiple priorities simultaneously and be adept at time management.

The Administrative Assistant will frequently make use of a computer,
telephone, adding machine, printer, fax, and copy machine. On a more
moderate basis, the use of an embossing seal, type writer, and postage meter
may be used.

EQUIPMENT
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REQUIREMENTS

The position requires the ability to sit for long periods, as well as bend, stretch,
stoop, stand and reach as necessary. The position requires the ability to speak,
hear, and see clearly





[image: image6.png]The position requires the ability to maintain focus with frequent outside
disruptions and constantly changing priorities. The incumbent must be able to
demonstrate sound independent judgment balanced with the ability to follow
directions. The ability to grasp and utilize new concepts or methods quickly is
important.

MENTAL
REQUIREMENTS

The Administrative Assistant work space is primarily housed in the office
space/former dispatch center in the public safety building. This space is well-
lit, is comparatively solitary, and is subject to loud noises during fire calls.

WORK
ENVIRONMENT

This job description in no way states or implies that these are the only duties to be performed by the
employee occupying this position. Employees may be required to follow other job-related instructions and
to perform other job-related duties as requested, subject to applicable state and federal laws.





City of Old Town

APPLICATION FOR EMPLOYMENT

We consider applicants for all positions without regard to race, color, religion, creed, gender, or national origin, age, disability, marital or veteran status, sexual orientation, or any other legally protected status. 

PLEASE PRINT/TYPE:

	Position(s) applying for:
	 
	Date of
 Application
	 


	 
	
	
	
	

	Last Name
	
	First Name
	
	Middle

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 

	Street Address
	
	City
	
	State
	
	Zip Code

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	
	
	 

	Telephone Number
	
	
	
	Social Security Number


	If yes, where?
	 


Are you currently employed?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  

   

May we contact your present employer?     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  

Are you eligible to be lawfully employed in the U.S.?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  

	
	 


On what date could you begin work?  

	When
	 

	When
	 


 Have you filed an application here before?  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  
 Have you ever worked for the City before?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No         
Can you work (circle all that apply):    
 FORMCHECKBOX 
 Full Time 
 FORMCHECKBOX 
 Part Time

Have you had any motor vehicle violations in the last 5 years?     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No         
Have you ever been convicted of a felony?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

	
	     


              If yes, please explain: 
Education:

	 
	Elementary
	High School
	College/University
	Graduate/Professional

	School Name
	 
	 
	 
	 

	Years Completed
	  4    5    6    7    8
	   9    10   11    12
	    1       2       3      4 
	     1      2      3      4      5+

	Diploma/Degree
	 
	 
	 
	 

	Course of Study
	 
	 
	 
	 

	Specialized Training
	 
	 
	 
	 


	


Veteran of the US Military  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   If yes, what branch and rank: 
Describe any job-related training received in the US Military: 

	


Qualifications and Specialized Training

	

	


Employment Experience 
	From
	 
	To
	 
	Employer
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Address
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Phone #
	 
	
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor
	 
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reason for Leaving
	 


	From
	 
	To
	 
	Employer
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Address
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Phone #
	 
	
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor
	 
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reason for Leaving
	 


	From
	 
	To
	 
	Employer
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Address
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Phone #
	 
	
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor
	 
	Job Title
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reason for Leaving
	 


You may attach a separate sheet of paper if you need more space or if you feel you need to explain something about one of the other questions.  Please feel free to attach a resume, if available.   
State any additional information you feel may be helpful to us considering your application. 

	

	

	

	


References:

	 
	
	

	Name
	
	Phone 

	 
	
	

	Name
	
	Phone 

	 
	
	

	Name
	
	Phone 


After reading the attached job description do you think you are capable of performing in a reasonable manner, with or without a reasonable accommodation, the activities involved in the job or occupation for which you have applied?     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   

Applicant’s Statement 
I certify that answers given in this application are true and complete to the best of my knowledge.  I authorize the City of Old Town or any of its agents to investigate all statements contained in this application for employment as may be necessary in arriving at an employment decision.   


This application for employment shall be considered active for a period of time not to exceed 45 days.  This application will be considered only for the position listed and will not automatically be considered for any other position that may occur.   Any applicant wishing to be considered for employment beyond this time period or for the other vacant positions should inquire as to whether or not applications are being accepted at this time.   

I hereby understand and acknowledge that, unless otherwise defined by applicable law, any employment relationship with the City of Old Town is of an “at will” nature, which means that the Employee may resign at any time and the Employer may discharge Employee at any time with or without cause.   It is further understood this “at will” employment relationship may not be changed by any written document or by conduct unless such change is specifically acknowledged in writing by an authorized executive of this organization.   
In the event employment, I understand that false or misleading information given in my application or interview(s) may result in discharge.  I understand, also, that I am required to abide by all rules and regulations of the City of Old Town.  

_________________________________                                           _____________________________

Signature of Applicant 





 Date



