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Job Posting– September 23, 2020
Deadline- Open until filled
Full Time-Administrative Assistant to the City Council 
City Council 
SUMMARY:  
The administrative assistant to the city council shall devote his or her whole time to the service of the city, attend all meetings of the city council, and wait upon all committees and boards when in session at City Hall. The administrative assistant shall be under the direction of the president of the city council and shall serve as an aide to the city council.  Pursuant to Section 2-36, this position is in the “Professional Group”, and scheduled to work as required.  The position is scheduled to work “as required”; however, the normal work schedule will be Monday through Friday, 12:00 pm to 9:00 pm, with a one-hour unpaid meal break.
APPOINTMENT AND RESIDENCY: 
Pursuant to the Holyoke City Charter, Holyoke residency is required for this position. The Administrative Assistant is a political appointee of the City Council.  Pursuant to Section 15 of the Holyoke City Charter, “The city council shall annually in the month of January elect by ballot an administrative assistant to the city council, who shall hold his office for the term of one year beginning with the first Monday in February in the year of his election and until his successor is elected and qualified, unless sooner removed.”  
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Delivery of communications: The administrative assistant shall deliver all messages, notifications, and other papers when so directed by the president of the city council, the city council, or any committee thereof.  He or she shall also ensure the proper delivery of all communications to council members.

Notification of committee members:  The administrative assistant shall provide notice, as required by law, of all meetings of committees when so requested by the chairman of any committee, standing or select.

Assistance with meetings and research:  Subsequent to receipt by the city clerk, the administrative assistant shall prepare the necessary responses and follow-ups to all communications of council members, including, but not limited to, public questions and/or complaints concerning activities of council members and municipal activities.  He or she shall research and prepare reports of specific topics as designated by a vote of the city council or any committee thereof.  He or she shall provide background data of agenda items for review by council members prior to meetings.  He or she shall forward all requests for council orders, resolutions, and ordinances to the city clerk, law department, and other appropriate municipal departments for review to ensure proper wording and format.  He or she shall ensure proper distribution and accountability for all orders and communications voted by the city council.
Liaison to city council:  The administrative assistant shall serve as liaison for the city council, council committees, and/or individual council members to municipal department heads for various informational reasons.  He or she shall keep the city council informed of all pertinent activities, affairs, and information relative to their areas of concern, and in general, shall perform all services required by the president of the city council, the city council or any committees thereof.

Clerk of committees and keeper of records:  The administrative assistant shall act as clerk of all committees, standing or select, of the city council, not otherwise provided for by ordinance or order.  

He or she shall make a proper record of all proceedings and transactions of all meetings of the committees of which he or she is clerk and shall keep minutes of all committee meetings of the city council.  Unless provided for elsewhere in the charter or ordinances, he or she shall also serve as the custodian of all records and the archive of the city council; including, the keeping of all recordings of city council meetings, both audio and visual.
The administrative assistant shall also make estimates and computations draw orders and reports and perform such other duties as the president of the city council, city council, or any committee thereof shall require.

SUPERVISORY RESPONSIBILITIES:  May supervise temporary or seasonal employees, interns, or volunteers.
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements that follow are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made for individuals with disabilities to perform the essential functions.
EDUCATION AND/OR EXPERIENCE: Bachelor's degree in government, political science, public administration, business, economics or related field required.  Two years of constituent service/research experience preferred.  A minimum of three years administrative assistant, research, legislative affairs or finance experience in a related setting is required.  Knowledge of the workings of city government (i.e. ordinances, state law, and parliamentary procedure) is preferred.

SKILLS: Above-average computer skills with working knowledge of MS Office products (Word, Excel, Office, and PowerPoint), and general office equipment.  Excellent writing and oral communication skills.  Ability to interact with elected officials, members of the public, department heads, co-workers, and members of the press.
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret graphs. Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

PHYSICAL DEMANDS:  

While performing the duties of his/her job the employee is frequently required to use hands to finger, handle, or feel and reach with hands and arms.  The employee is occasionally required to stand; walk; sit; climb or balance; stoop, kneel, crouch, or crawl; talk or hear. The employee must frequently lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, and ability to adjust focus. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
WORK ENVIRONMENT: The noise level in the work environment is usually moderate with the existence of normal business equipment and light traffic.  The position can be stressful and serves in a political environment with various strong personalities.  Position is required to work closely with elected officials, city departments and the general public.  
Employment Status & Hours: Regular Full Time, 35 hours per week (Monday – Friday, 12 p.m. to 8 p.m.)
Fair Labor Standards Act (FLSA) Status: Exempt
Pay Rate: $33,525-$51,142/annually 
Employee Benefits: Health, Dental, Life Insurance and Flexible Spending Account (FSA)

To apply, please send resume & letter of interest to: Personnel@holyoke.org 

The City of Holyoke is an equal opportunity employer and does not discriminate because of age, ancestry, color, creed, disability, ethnicity, family status, gender, genetic information, marital status, military status, national origin, political affiliation, pregnancy, race, religion, sex, sexual orientation, veteran status, or any other legally protected category. Bilingual applicants are especially encouraged to apply.
This job description does not constitute an employment agreement between the employer and employee and subject to change by the employer as the needs of the employer and requirements of the job change.
