
 

 

 

 

 
JOB POSTING NOTICE 

POSITION:  Executive Assistant     
DEPARTMENT: Town Administrator’s Office   
SALARY:  $52,000 - $60,000 annually  
HOURS:  35 hours/week  
POSTED:  May 19, 2021  

Preferred deadline: June 4, 2021  
 

The Town of Franklin is seeking candidates for an Executive Assistant in the Town 
Administrator’s Office. This is a full-time position with benefits and the employee will work 35 
hours per week. The Executive Assistant is also expected to be available for occasional evening 
meetings. 
 
The Executive Assistant will be responsible for the following duties:  

 Provides exemplary internal and external customer service. 
 Answers general inquiries from residents, other departments and Committees/Boards. 
 Answers phones, takes messages and routes calls. 
 General administrative tasks including typing correspondence, making and collating 

copies, sorting and delivering mail, and filing. 
 Calendar management, including setting up appointments, managing calendars for 

conference rooms, informing Facilities when to lock and unlock doors. 
 Tracks expenditures in the Town Administrator’s office and prepares all invoices for 

payment by the Comptroller’s Office. 
 Tracks property and casualty insurance claims. Submits claims to the insurance 

company. Creates and maintains files. Prints quarterly Loss runs and reports trends and 
issues to the Assistant to the Town Administrator. 

 Processes and issues Town permits (public events, Town Common permits, one day 
alcohol licenses). Prepares a monthly turnover sheet for the Town Treasurer’s Office.  

 Maintains Boards and Committees list for TA’s office. Handles requests and 
correspondence from Boards and processes annual reappointments.  

 Maintains and orders office supplies. 
 Maintains telephone list for Town Departments.  
 Acts as a backup to the Licensing Administrator and assists in processing licenses. 
 Assists with preparing packets for Town Council and various subcommittee meetings as 

needed. Prepares Council Chambers for meetings.  
 Draft meeting minutes from various subcommittee meetings. 
 Apply for and prepare grant materials as needed. 



 Other duties as assigned.   
 
Required Qualifications: 
The selected candidate must have superior customer service skills and the ability to deal with 
difficult customers. They must have an Associates Degree or higher.  

  

Preferred Qualifications: 
The ideal candidate will have a Bachelor’s Degree in public service, business, communications, 
or a related field.  
 
The selected candidate must be authorized to work in the United States and be able to pass a 
criminal background check and a pre-employment physical exam, including a drug test. 
 
Interested candidates shall email a resume and cover letter in Microsoft Word or PDF format 
to apply@franklinma.gov.  Please put “Executive Assistant” in the subject line of the email.  
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