


I. Answer phones, direct calls as necessary and keep a log of all messages.
J. Serve the public courteously and responsively; maintain good working
relationships with Town Hall staff; provide coverage for other staff as

appropriate, in their absence.

K. Other related duties as required.

The essential functions or duties listed are intended only as illustrations of the various
types of work that may be 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.

These duties shall be performed appropriately to represent the decisions and polices of
the Town of Chilmark and with respect and confidentiality for the parties involved.

Educate self in Town policies and procedures as they apply to this position. Participate in
continuing education through classes and conferences as determined by the Executive
Secretary.

V.

VL

Supervisory Responsibilities: As delegated from time to time by the Executive
Secretary.

Required knowledge, skills and abilities:

A. Ability to communicate effectively in English with the general public, town
employees, state and local officials.

B. High school diploma or equivalent.
C. Ability to work with little day-to-day supervision.

D. Knowledge of Town Bylaws and practices as they relate to the responsibilities
of the position.

E. Ability to perform routine to complex clerical operations.
F. Skills in general office automation.

G. Intermediate to advanced computer skills with knowledge in programs as used
by the Town.

H. Ability to maintain and update Town websites as directed.

I. Ability to write business letters and minutes from notes, dictation or tapes.
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