TowN OF MENDON

Mendon Town Hall
20 Main Street
Mendon, Massachusetts 01756
Telephone: (508) 473-2312 Fax: (508) 478-8241

Board of Selectman’s
Office

8/24/16

Position Opening-

Municipal Clerk (Collector / Treasurer)

Position is responsible for performing a variety of skilled, semi-complex and complex
bookkeeping, cashiering, record keeping, and clerical support work in support of the Treasurer /
Collector. Incumbent is required to perform all similar or related duties. Full job description
available upon request.

Quialifications: High school graduate, including or supplemented by courses in business,
secretarial skills and office procedures; one to two years of experience in customer service,
accounts receivable and payable, and payroll work; or an equivalent combination of education
and experience.

Part time position, up to 14 hours per week. Salary range $16-$21.12. Please submit letter of
interest, resume and three references to Town Administrator, Mendon Town Hall, 20 Main
Street, Mendon, MA 01756 or knewman@mendonma.gov by September 7th, 2016
AA/EEO/ADA.
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