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VILLAGE OF CAMBRIDGE 
POSITION DESCRIPTION: Part-time Administrative Assistant 

 
DEPARTMENT: Clerk’s Office / Utilities 
FSLA STATUS:  Non-Exempt 
REPORTS TO:  Administrator/Clerk/Treasurer – Personnel Committee 
 
The Part-time Administrative Assistant receives supervision and policy guidance from 
the Administrator/Clerk/Treasurer. 
 
20 hours per week, during regular office hours, with flexibility. 
(Approximately 1040 hours annually) 
 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS: 
This position will be responsible for performing moderately difficult clerical and 
bookkeeping/accounting work requiring some use of independent judgment, with 
attention to detail.  Have the ability to access, input and retrieve information from a 
computer.  Requires the ability to work closely with people by responding verbally and in 
written form to requests and providing information from files and records.  Requires, as 
a secondary to Utility Clerk, answering the telephone.  Requires the use of other office 
equipment such as desktop/laptop computer, scanner, copier, and calculators. 
Knowledge of office practices, English grammar, spelling, and word processing.  The 
ability to keep clear and concise records.  Be able to work independently or on a team.  
Must be flexible and maintain confidentiality.  Attention to organization, and ability to 
prioritize and multi-task.  Able to make decisions, to be dedicated and dependable.  
Ability to understand and follow oral and/or written instructions.  Requires the ability to 
interact with others and manage reactions appropriately.  To work with everyone (public, 
staff, trustees etc.) with tact and courtesy, is a necessity.  
 
WORK ENVIRONMENT AND ESSENTIAL PHYSICAL DEMANDS OF THE JOB: 
Work is mostly sedentary (sitting) with occasional walking, standing, and lifting 25 lbs., 
in a general office setting with a minimal presence of hazards. May require prolonged 
standing, frequent bending, stooping, or stretching.  Dexterity in moving, picking up 
objects and operating office equipment is required.  Requires eye-hand coordination  
And the ability to distinguish letters or symbols.  Requires the ability to adjust and 
operate office equipment. Acute hearing required. 

 
ESSENTIAL MENTAL DEMANDS ON THE JOB: 
The mental demands include the ability to calculate, compare, edit, evaluate, interpret, 
organize, consult, analyze, plan, design, document, specify, coordinate, implement and 
present.  The ability to react to change productively and expediently and to handle other 
tasks as assigned. This position is a high stress job and multi-tasking is a necessity.   
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The following duties are normal for this position and are not to be construed as 
exclusive or all inclusive.  Nor is it intended to limit duties to those listed.  
Although additional tasks are necessary for the work of the department, they are 
not an essential part for the purpose of this position.  In the absence of other 
department members, other duties may be required and assigned, as necessary 
and sometimes on a moment’s notice.  It is understood the Supervisor has the 
right to assign, direct and modify duties and responsibilities as needed. 
 
GENERAL RESPONSIBILITIES: 
Perform office support functions; general accounting functions; miscellaneous 
billing; records retention and filing; license and permit processing and other 
duties as assigned. 

  
ROUTINE RESPONSIBILITIES: 
1. Payroll 
2. Accounts receivable 
3. Accounts payable 
4. Review and update information on Village website regularly 
5. Miscellaneous billing for snow removal, grass cutting and other such billings 
6. Tax bill preparation and collection, including balancing receipts and deposits 
7. Liquor licensing 
8. Pet licensing 
9. Work on special projects as requested  
10. Assist Treasurer with accounting tasks 
11. Assist with Election related duties as required 
12. All other duties as required  
 
EXPERIENCE AND TRAINING: 
Graduation from high school or equivalent, including or supplemented by courses in the 
fundamentals of computer, data entry, and office machine operation; Job related 
experience may be substituted for post-secondary education. Strong ability to function 
in a fast-paced dynamic work environment; able to meet deadlines and work under 
critical and stressful situations.  Must have excellent interpersonal skills, communication 
skills, and be able to work effectively with employees and citizens.  Strong ability to 
utilize proficiency in Microsoft Office Suite.  Strong math skills with a knowledge of basic 
accounting.  Attend various continuing education and training as requested. 
 


