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      Secretary to the Town Supervisor- Job Description
Position Created by the Town Board on 11/17/18



Position effective date: 1/1/19

Hours:  Maximum of 416 hours per year- average of 8 hours per week

Supervisor: Town Supervisor
DISTINGUISHING FEATURES OF THE CLASS:   The Secretary to the Supervisor is appointed by the Town Supervisor and works closely with the Town Supervisor in the execution of Town matters.  This position work involves responsibility for performing complex secretarial tasks for and on behalf of the Town Supervisor.  The work can be characterized as involving increasingly responsible secretarial tasks requiring a high degree of mature judgment and knowledge or program policies and procedures.  Work is performed in accordance with general instructions received from the Town Supervisor with considerable leeway for independent decisions in carrying out assignments.  Does related work, as required.  
 TYPICAL WORK ACTIVITIES:  As personal secretary to the Town Supervisor, work activities include;

· The composition of letters in reply to routine inquiries for information.

· Acts as liaison between agency officials and public and non-public officials covering specialized and designated programs. At the request of the Supervisor, represents Supervisor at meetings/events.
· Functions in a secretarial capacity for maintaining the Town Supervisor’s calendar including setting up meeting dates, appointments, and confidential personnel matters.

· Where necessary, operates word processing equipment and/or other high tech. equipment.

· Maintains office records and clerical procedures unique to the Town Supervisor's office, which may include the manipulation of data base information to create a variety of departmental, computerized reports.

· Maintains records and prepares reports as due. Including but not limited to Press releases, and other public information material, quarterly newsletters and general notices and correspondences. 

· Performs a variety of clerical and typing functions as needed; 
Keeps complex records of activities of the agency.

· Maintains Supervisors files.

· Assist with the development or revision of new laws and town policies.
· Coordinates the completion and maintenance of an Employee Handbook.

· Authors grants, maintains grant records and assist with applying for and responding to request for information for state and other grants.

· Assist the Supervisor with Budget preparation and monitoring of accounts and expenditures.

· Completes other responsibilities as assigned by the Supervisor.

The above examples of duties are intended only as illustrations of the various types of work performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND/OR PERSONAL CHARACTERISTICS:  The position is an administrative position requiring knowledge and experience with; secretarial practices; office practice and procedures; computer capacity and applications; budget and policy development and implementation; synthesis material and independently prepare reports, and correspondences. The position requires advanced analytical skills and the ability to; modify existing computer programs; communicate at a high level both orally and in writing. The position also requires; flexibility; honesty; integrity; confidentiality;  good judgement; ability to get along well with others;  good judgement;  initiative; resourcefulness; tact and  courtesy; neat appearance; ability to work independently; and ability to establish and maintain professional relationships.
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.  The employee is occasionally required to walk, talk or hear.

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet.
MINIMUM QUALIFICATIONS:  Graduation from high school or possession of an appropriate equivalency diploma recognized by the NYS Department of Education, AND EITHER:
1. Graduation from a regionally accredited or NYS registered two year college with an Associate's degree in Secretarial Science, Office Technology-Secretarial or related field, AND one (1) year of full-time, paid experience as a secretary;
OR: 

2. Completion of a minimum of 65 semester credit hours from a regionally accredited or NYS registered college or university, including a minimum of 24 semester credit hours in Office Technology AND one (1) year of full-time, paid experience as a secretary;
OR: 

3. Three (3) years of full-time, paid experience as a secretary.

Part-time experience will be prorated as appropriate.
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Supervisor				                                    Town Clerk/Tax Collector


    Ernest Haywood						       Michele M. Smith


   Donald Cunningham, Deputy Supervisor        


Councilmen						    Justices


    James Starowitz				       	  	      Joseph nenni 		


    Mark Anderson						       Robert Swapceinski


    				                              


Councilwomen 						   zoning & code enforcement officer


    Belinda Grant						        David Mason


   Anne Sapienza							        





Superintendent of highways		                                               Assessor  		


    mike Johnson						        Rhonda Saulsbury						       			


				 








This institution is an equal opportunity provider, and employer. To file a complaint of discrimination, write: USDA, Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, or Call (800) 795-3272 (voice) or (202) 720-6382 (TDD)

