Topsfield Finance Committee

Secretary 

Position Currently Available.
POSITION:

Secretary to the Finance Committee
DESCRIPTION:

The Secretary will assist the Committee Chair with the following:

1. Taking and preparation of meeting minutes and other Committee documentation;

2. Maintaining the Committee section of the Town website;

3. Monitoring Committee email;

4. Compliance with open meeting and public records laws;

5. As otherwise required.

The Secretary will attend all Committee meetings, generally held on Mondays at 7:00 PM at the Proctor School.  From January through May the meetings may be weekly, with additional meetings less frequently throughout the rest of the year.  The Secretary will also attend the Town Annual Meeting. 

Applicants should be responsible, reliable and proficient in relevant computer skills.  Experience with preparation of minutes desirable.  Laptop computer required. 

HOURS:

As needed to perform duties outlined above.  
STARTING SALARY:

Grade 3, Hiring Range $15.56 to $17.35.
Please send letter of interest with current resume to Karen Dow, Town of Topsfield Finance Committee Chair, Karen Dow at karen_dow@msn.com by October 2, 2015.
Please call Donna Rich, office of the Selectmen at 978-887-1500, extension 100 if additional information is required.
