TOWN OF HAMILTON, MA
Administrative Assistant to the DPW Director

	Department

	Public Works

	Reports to:
	Department of Public Works (DPW)/Hamilton Water Dept. (HWD)

	Position Status:
	Non-Exempt/ AFSCME/Clerk Hourly 

	Weekly Hours:
	37.5

	Salary Classification:
	Grade 8


Position Summary:

Under general supervision of the Director of Public Works or designee, the Administrative Assistant to the DPW Director serves as the primary office support/coordinator to the DPW Director and is responsible for providing comprehensive administrative and office support duties. This role ensures the efficient and effective management of Department of Public Works (DPW) and Hamilton Water Department (HWD) business operations, supports budget development, maintains compliance with local and state regulations, and provides administrative leadership to the department. The position also supervises clerical support personnel and performs customer service, procurement, bookkeeping, contract management, utility billing, and special project assignments. 



Essential Duties and Responsibilities:

· Financial Management: Assists in the preparation of the annual DPW/HWD budget, provides funding recommendations, and monitors budget expenses. Manages accounts payable and receivable, reconciles financial reports, administers quarterly water billing, and oversees grant administration. Assists in researching, preparing, and presenting departmental budgets. Prepares department budget transfers and invoice maintenance forms for review and approval.

· Procurement and Contracts: Manages purchasing procedures, prepares proposals and bids, contracts, grants, official notices, and newspaper advertisements as assigned. Solicits bids and quotes as directed, ensures compliance with municipal and state procurement regulations, and manages procurement files. May assist the DPW Director with procurement services for other departments.

· Payroll and Human Resources Support: May processes, review, and approve payroll for DPW/HWD staff, maintains personnel records, verifies all bills for payment, monitors budget status, and confers with the Director and Finance Director as necessary.

· Administrative Oversight: Supervises DPW/HWD office staff that employees perform billing, payroll, and office functions. Ensures administration remains on task and maintains a professional work environment.

· Customer Service and Public Relations: Greets visitors, answers telephones, sells stickers, issues permits, and accounts for fees collected when DPW/HWD Clerk is not available. Will serve as the point person for water related questions. Explains procedures, responds to a variety of inquiries, requests, and complaints within the scope of expertise and authorization, referring more complex matters to the Director. May be required to dispatch employees during business hours for emergency and non-emergency calls and may assist in the coordination of personnel, equipment, and activities. 

· Records Management: Maintains department records, including financial documentation, contracts, and employee records, in accordance with state and municipal guidelines. Active member of the Hamilton GIS work order system.

· Project and Grant Administration: Assists with capital project budgeting, tracks expenditures, researches and collects data for DPW/HWD projects, and manages grants related to operations.

· Coordination with Other Departments: Works closely with the Town Accountant, Treasurer/Collector, Human Resources, and other municipal offices to ensure alignment with town policies.

· Other Duties: Performs special project assignments as directed and helps facilitate office functions.

· Utility Billing: Responsible for all aspects of the Hamilton Water Department Quarterly water billing. Will work with water operations to obtain meter data and will prepare metering file for Finance office. Other water billing functions will include, but not limited to, creating new accounts, processing water abatements, preparing liens and demands.



Qualifications:

· High school diploma with specialized courses in accounting, computer applications, and general office administration required, Bachelor's degree in Business Administration, Public Administration, Finance, or a related field preferred. Work experience may be approved substitute for education.

· Minimum of three to five (3-5) years of experience in municipal administration, finance, or business operations, preferably within a DPW and/or Water Department or similar agency. Private office management experience will be considered if similar functions are presented.

· MUNIS and utility software experience preferred, but municipal software experience a plus. 

· Assigns tasks for the DPW Clerk to improve office performance

· MCPPO certification highly desirable, or ability to receive within 1 year.

· Strong knowledge of municipal financial management, budget preparation, and procurement laws (Massachusetts Chapter 30B preferred).

· Experience with payroll processing and human resources functions.

· Proficiency in Microsoft Office Suite (Excel, Word, Power Point, Outlook).

· Strong leadership, communication, and problem-solving skills.

· Ability to work independently, manage multiple priorities, and meet deadlines.

· Knowledge of DPW and/or Water Dept. operations, public works infrastructure, and capital project administration is a plus.

· Judgment and decision-making abilities required. Ability to communicate effectively and possess a high level of attention to detail in a fast-paced environment.

· Ability to deal courteously, fairly, and effectively with the public and to establish and maintain effective and cooperative work relationships with other employees, town officials, state agencies, and private contractors/vendors.



Supervisory Responsibility:

Supervises office staff employees performing billing, payroll, and all office functions. Keeps administration on task and maintains a professional work environment.



Work Environment and Physical Requirements:

· Work is primarily performed in an office setting with occasional site visits or training as necessary.

· The role requires sitting, standing, walking, and occasional lifting of office supplies or records.

· Occasional attendance at evening meetings or work beyond 40 hours may be required with flextime/comp time availability
· Errors in judgment or omissions could result in monetary loss and delay in service with legal ramifications and/or potential liability.

Physical and Mental Requirements:

Work Environment

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Outdoor Weather Conditions –Town Garage
	
	X
	
	

	Work in high, precarious places
	X
	
	
	

	Work with toxic or caustic chemical
	X
	
	
	

	Work with fumes or airborne particles
	
	X
	
	

	Non weather related –extreme heat/cold
	X
	
	
	

	Work near moving mechanical parts
	X
	
	
	

	Risk of electrical shock
	X
	
	
	

	Vibration
	X
	
	
	


Physical Activity

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Standing
	
	X
	
	

	Walking
	
	X
	
	

	Sitting
	
	
	
	X

	Talking & Hearing
	
	
	
	X

	Using hands/fingers to handle/feel
	
	
	
	X

	Climbing stairs
	
	
	X
	

	Stooping, kneeling, crouching, crawling
	
	X
	
	

	Reaching with hands and arms
	
	
	
	X

	Tasting or smelling
	X
	X
	
	

	Bending, pulling, pushing
	
	X
	
	

	Other-Driving
	X
	
	
	

	Other-
	
	
	
	


Lifting Requirements

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Up to 10 pounds
	
	
	
	X

	Up to 25 pounds
	
	X
	
	

	Up to 50 pounds
	X
	
	
	

	Up to 75 pounds
	X
	
	
	

	Up to 100 pounds
	X
	
	
	

	Over 100 pounds
	X
	
	
	


Noise Levels

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Very Quiet (forest, isolation booth)
	X
	
	
	

	Quiet (library, private office)
	X
	
	
	

	Moderate noise (computer, light traffic)
	
	
	
	X

	Loud Noise (heavy equipment/traffic)
	
	X
	
	

	Very Loud (jack hammer work)
	X
	
	
	


Vision requirements 

__X__
Close vision (i.e. clear vision at 20 inches or less)

__X__
Distance vision (i.e. clear vision at 20 feet or more)

____
Color vision (i.e. ability to identify and distinguish colors)

__X__
Peripheral vision (i.e. ability to observe an area that can be seen up and down or


left and right while the eyes are fixed on a given point)

____
Depth perception (i.e. three dimensional vision, ability to judge distances and


spatial relationships)

____
No special vision requirements

(This job description does not constitute an employment agreement between the employer and employee. It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change.)
