Town of Jefferson

Administrative Assistant

The town of Jefferson is seeking to hire a Full-time dynamic, and
highly organized Administrative Assistant to the Select Board.

Candidates are responsible to coordinate the daily administrative
functions of the Office of the Selectmen. Candidates should have

experience in secretarial practices and procedures. The selected
candidate would be expected to establish effective working

relationships with and among all town

business classes preferred.
X Experience is preferred but not required. Full-time benefits include
NH retirement, health insurance, and earned-time. Salary is

$30.00 per hour for a 36 hour work week. For consideration, please
send resume and application to Board of Selectmen, P.O. Box 81

Jefferson, NH 03583 or email to administrativeassis-
tant@jeffersonnh.org. For applications you can visit our website
jeffersonnh.org
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