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Please submit a letter of interest and resume to Marianne Long, HR Director via mlong@cityofmelrose.org by December 19, 2018.

Title:


Administrative Assistant
Department:

Veteran Services
Supervisor:

Director of Veteran Services
Status:


18 hours per week, $19.51 per hour, non-benefit eligible, non-union CNU2, Level 9

Summary: Under the general supervision of the Director of Veteran Services, the Assistant performs recordkeeping, basic accounting and clerical functions in support of the Department. The Assistant provides customer service to veterans with perceptiveness and discretion and is responsible for ensuring that information is conveyed in a timely and efficient manner. The Assistant is a Confidential Employee and is required to manage and protect highly sensitive information.
Responsibilities:

· Professionally and compassionately interact with clients through phones, email, walk-ins & outreach. Track and maintain records for all customer interactions.

· Interact and coordinate with internal and external vendors for special events, assisting the Director in planning and implementation of events.

· Assist the VSO in accordance with M.G.L C 115 & 471, 108 CMR, and Rules and Regulations of the U. S. Department of Veterans’ Affairs.
· Process accounts payable, accounts receivable, deposit funds & process veteran benefits on a regular schedule.

· Perform other work as directed
· Attend annual DVS training conference in Leominster MA in October unless waived by Director
Qualifications: 

· Intermediate Computer skills and familiarity with Microsoft Office Suite with an ability to learn new software programs.
· Excellent interpersonal, written and oral communication skills.

· Excellent attention to detail & accuracy with fine-tuned organizational skills.

· Must be a confidential employee as defined by the Mass General Laws. Must have the ability to maintain confidentiality consistently

· Complete the VSMIS training and certification test when required (2 years cycle)
· Strong public relations skills with demonstrated experience providing customer service to veterans and residents with tact, courtesy, sensitivity and discretion.

· Ability to work independently with minimal supervision, operating within standard procedures.
· A demonstrated ability to work constructively in a professional environment. Demonstrated experience in providing customer service to co-workers and residents with tact, courtesy, sensitivity and discretion.
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