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Town of Wenham

Office of Town Administrator

Town Hall

138 Main Street

Wenham, MA 01984




TEL 978-468-5520 X2

FAX 978-468-8014
JOB POSTING
POSITION POSTING LISTED BELOW:


A. Administrative Assistant 
APPLICATION PROCESS:

All interested applicants are required to submit a resume and letter of interest to Deb Morong, Administrative Assistant.  All such submittals can be mailed or hand delivered to:      
Wenham Town Hall

Office of Town Administrator
ATTN:  Deb Morong
138 Main St, PO Box 576
Wenham, MA 01984
Or emailed to: dmorong@wenhamma.gov
Submittal Deadline:
Friday, July 24, 2015 by Noon  

Additional information regarding the posted position is available on the town website www.wenhamma.gov or can be obtained by calling the Town Administrator’s Office at 978-468-5520 X2.  

A. Administrative Assistant


Status:

Full-Time



36.5 Hrs. / Wk.
Department:

DPW and Water Department
Start Date:

Negotiable
Compensation:
 $18.75 - $20.00 per hour
Job Description:

Under general direction of the DPW Director and Water Superintendent, provides administrative support to the Highway Department, Water Department, Town Building and Grounds, Cemetery Department, Tree Warden, and performs special projects as assigned. Assistant will serve as liaison between various Town Departments, citizens, and Boards.
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