
 

 

 

 

 

JOB POSTING NOTICE 

POSITION:  Administrative Assistant  
DEPARTMENT:  Franklin Senior Center    
SALARY RANGE: $22 to $30 per hour  
HOURS:   35 hours per week   
POSTED:   May 28, 2021 until filled    
                                        Preferred Deadline: June 18, 2021  

The Town of Franklin is seeking candidates for an Administrative Assistant position for the 
Franklin Senior Center. The Administrative Assistant will provide administrative support to the 
Director and other staff for programs, services and activities to meet the needs and interests of 
elders in our community.   

This is a full-time (35 hours/week) hourly position with benefits. The hours are 8:00 - 4:00 p.m. 
with a 1 hour lunch. The position requires extensive public contact with seniors in the 
community. The ideal candidate will have experience working with seniors and be patient with 
a friendly, helpful demeanor and excellent customer service skills.  

The Administrative Assistant will be responsible for the following duties:  

 Answer main telephone for the Senior Center  
 Provide customers with relevant information and facilitate registration for programs, 

services and activities, both online and over the phone. 
 Receive payments for programs and activities, process paperwork to turn money over to 

the Treasurer’s office.   
 Track all invoices and bills for the Senior Center and prepare proper paperwork for the 

Finance Department to make payments.  
 Maintain databases for various programs and services and record program statistics.  
 Assist with correspondence including memorial and thank you letters.  
 Assist with monthly newsletter including editing, maintaining mailing list and preparing 

bulk mailing.   
 Update department website and social media platforms.  
 Coordinate, refer and network with other Town Departments and agencies. 
 Maintains inventories and orders office supplies. 
 Greet visitors warmly and answer any questions they may have. 
 Perform other duties as assigned.  

 



The ideal candidate will possess the following:  

 Excellent organizational, interpersonal and communication skills  
 Ability to relate to seniors tactfully, courteously and professionally 
 Ability to be flexible, patient, creative and self-motivated 

 Ability to multi-task and handle interruptions  
 Experience with Microsoft Excel, Word, and the Google Suite 

 

Interested candidates shall email a resume and cover letter in Microsoft Word or PDF format 
to apply@franklinma.gov. Please put “Administrative Assistant – Senior Center” in the 
subject line of the email.  
 
 


