Assistant to the Town Administrator

TOWN OF TYRINGHAM

The Town of Tyringham is seeking a qualified applicant to serve as Assistant to the
Town Administrator in all areas. Position is 20 — 25 hours per week. Salary
commensurate with experience and includes benefits. Municipal administrative
experience is preferred.

The position involves a wide range of duties including reports, agenda, recording and
preparation of minutes for Board meetings, telephone and office reception, filing,
copying, general office management, town report production, web updates, special
project assistance, inctuding, but not limited to permit preparation for the Zoning Board
of Appeals, Conservation Commission and Planning Board; license and permit
processing. Must be able to exercise independent judgement and perform research on
various municipal subjects. The successful applicant will have excellent written, verbal
and telephone skills and be able to communicate effectively with other municipal
employees and the general public. Applicants must have strong computer skills in Word,
Excel, e-mail, internet and municipal general ledger. Job application: www.tyringham-
ma.gov Submit application form, letter of interest and resume to: Town Administrator,
PO Box 442, Tyringham, MA 01264. EOE - Position open until filled.
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ROFERENCES  GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YCOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.
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AUTHORIZATION
“| certify that the facts contained in this application are true and complete to the best of my knowledge and

understand that, if employed, falsified statements on this application shall be grounds for dismissal.

| authorize investigation of all statements contained herein and the references and employers listed above
to give you any and all information concerning my previous employment and any pertinent information they
may have, personal or otherwise, and release the company from all liability for any damage that may result
from utilization of such information.

| also understand and agree that no representative of the company has any authority to enter into any
agreement for employment for any specified period of time, or to make any agreement contrary to the forego-
ing, unless it is in writing and signed by an authorized company representative.

This waiver does not permit the release or use of disability-related or medical information in a manner pro-

hibited by the Americans with Disabilities Act (ADA) and other relevant federal and state laws.”
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This application for employment is sold only for general use throughout the United States. Adams assumes no responsibility and hereby disclaims any liabifity for the Inclusion in this
form of any questions or requests for information upon which a violation of local, state, and/or federal law may be based. It is the user's responsibility to ensure that this form’s use com-

plies with applicable laws, which change from time to time.



