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TOWN OF SAUGUS

HUMAN RESOURCES
298 CENTRAL STREET

SAUGUS, MASSACHUSETTS 01906

                                                                                                                                  Telephone: (781) 231-4142


                                                Fax: (781) 231-5666


Job Posting
Chief Administrative Aide (F/T)
Applications are being accepted for a full-time Chief Administrative Aide for the Manager’s Office.  The qualified candidate must produce professional work products and support services for the Town Manager’s office.  This position has highly complex administrative and supervisory office duties including independently maintaining and/or supervising the maintenance of financial and other records, producing quality correspondence and other documents, and acting as a liaison with other Town departments and divisions.  Assignments involve work of a confidential nature, with exposure to sensitive and personal information and contracts requiring considerable discretion and diplomacy.  Refers routine matters to appropriate parties for action an follows up to ensure proper disposition.  Performs all other related work as required.  Physical requirements include frequent movement between Town offices and buildings, and ability to lift and shuttle 25 pounds.  

Candidate must have a college degree and 5+ years’ administrative (or similar) experience.  Municipalities experience and MUNIS Accounting System experience a plus.  Must have excellent oral and written communication skills and a thorough knowledge of Microsoft Office and be able to navigate the internet.  Must be able to work independently, as well as, collectively with other departments.  
Applications will be accepted until position is filled.
Please email applications/resumes to:  lcrowley@saugus-ma.gov
Town of Saugus

Lisa R. Crowley

Director of Human Resources
298 Central Street

Saugus, MA  01906
Applications will be kept on file for a period of one year.  The Town of Saugus is an equal opportunity employer.  Federal Law forbids discrimination based on race, religion, sexual orientation, national origin, age, marital status, gender orientation or disability.

