Town of Danvers
Position Description
Title: Constituent Generalist

Classification: Temporary

Union Status: Non-Union

Department: Town Manager

Grade: 5 ($19.28 - $23.49 / hour)

Reports To: Assistant Town Manager

Department Director: Town Manager

Effective Date: April 2021

FLSA Status: Non-Aligned

GENERAL SUMMARY:
Under the general supervision of the Assistant Town Manager, this position acts as the first point-of-contact for constituents
entering Town Hall. Responsible for general assistance to constituents visiting Town Hall, directing constituents to their
destinations in Town Hall, and monitoring the number of constituents in Town Hall in accordance with COVID-19 guidelines.
Performs duties independently, referring to supervisor regarding questions or situations not previously encountered by
established policies and guidelines.
ESSENTIAL FUNCTIONS:
(The essential functions or duties listed below 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.)
● Provides general assistance to visitors to Town Hall, including customer service and directing them to their
destination.
● Monitors the number of people in Town Hall and at department windows at a given time, maintains a waiting list, and
gatekeeps to ensure that numbers are kept within the most up to date COVID-19 guidelines at all times.
● Ensures that constituents are following COVID-19 guidelines upon entering Town Hall.
● Addresses routine inquiries that may not require an office visit. Refers residents to Town website and assists with
navigation as necessary.
● Informs Town staff of previously scheduled appointment arrivals.
● May be required to record contact information for all visitors for purposes of contact-tracing.
● May assist on special projects as time permits or the situation dictates.
● Performs other similar or related duties, as required or as situation dictates.
Minimum Qualifications:
● Must be 18 years old by date of hire. High school, trade school, or equivalent degree and course work towards a
college degree required. Bilingual is a plus, but not required.
● Experience with Microsoft Office required.
● Exceptional customer service skills required. Prior experience in reception preferred, but not required.
● Must be fully committed to providing service excellence to every person who visits, works, or resides in the Town of
Danvers by embodying the organization’s five core values: inclusion, integrity, accountability, positivity, and
collaboration.
Knowledge, Ability, Skill
Knowledge: Knowledge of modern office methods, practices, procedures and equipment. Advanced knowledge of Microsoft
Office and Excel. Basic familiarity with Town government.
Ability: Ability to understand and transmit oral and written instructions and to keep routine records and make oral and written
reports. Ability to operate computer-based systems. Ability to use computers and skill in utilizing software such as Microsoft
Word and Excel. Ability to maintain confidentiality of sensitive information. Ability to multitask, prioritize, and organize normal
workload. Ability to work independently and make decisions in accordance with rules, regulations, and policies. Ability to
communicate effectively, and maintain effective relationships with a team, interact with coworkers, elected officials and the
general public in a courteous, tactful, and patient manner.
Skills: Excellent customer service, organization skills, time management skills, written and verbal communication skills. Basic
computer skills including Microsoft Office applications.
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