TOWN OF WENHAM

Position Description

FLSA:  Non-Exempt 

(Last Amended 12-05-07)

Position Title:   ADMINISTRATIVE ASSISTANT      
Department:  Water

Reports To:
Water Superintendent 
Status:   Part-time (10-13 hrs/wk)

GENERAL  SUMMARY
Performs a variety of administrative duties under the general direction of the Water  Department Superintendent.
ESSENTIAL JOB FUNCTIONS
1. Answer incoming telephone calls and e-mail messages
2. Resolve customer issues or refer to supervisor
3. Operate VADAR system Water Billing 

a. Issue and process final water bills

b. Maintain billing names & addresses etc.

c. Process meter changes

d. Process meter readings

e. Issue and process quarterly billing

f. Issue and process demand billing

4. Process vendor payments and payroll 
5. Track Annual Budget and Capitol Project Expenses
6. Maintain paper and digital files and ensures data is backed up
7. Conduct word processing, spreadsheet and chart production, etc
8. Assist with correspondence and reports
9. Develops continuity of operations plan for water billing function
.
OTHER DUTIES AND RESPONSIBILITIES
1. Initiates and implements programs to support the efficient administrative operation of the water department.
2. Maintains effective communication and working relationships with all employees, customers and town officials.

3. Responds to all questions and complaints in a respectful and prompt manner.

4. Performs other related duties as required.
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SKILLS, EXPERIENCE AND TRAINING
1. High school diploma or equivalent.

2. Ability to recognize town-wide priorities and work cooperatively to support their accomplishment.

3. Ability to effectively communicate both verbally and in writing; to establish and maintain good public relations; and to interact effectively with a wide variety of customers.

4. Computer skills and proficiency required.  (VADAR, Microsoft Word, Microsoft Excel, File Maker Pro)
SUPERVISORY RESPONSIBILITIES    
NONE
WORKING CONDITIONS AND PHYSICAL DEMANDS
1. Frequent periods of time in normal office environment 

2. Frequent interruptions to respond to a variety of requests and inquires

3. Physical demands:  Light work, generally.  Rarely engage in heavy work and lifting.

The above statements are intended to describe the general nature and level of work being performed by people assigned to this position.  The above is not intended to be an exhaustive list of all responsibilities and duties required. 

*External and internal applicants, as well as position incumbents who become disabled, as defined under the Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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