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Position Available:   Secretary to the Supervisor


Rate of Pay:  $16-18.00 per hour

 

Hours per week: 4-8

 

Qualifications:
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.
 

 

Duties:  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.  _ See attached Job Description
Supervisor				                                    Town Clerk/Tax Collector
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   Anne Sapienza							        
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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)

