
 

TOWN OF PUTNAM 
Municipal Complex 

200 School Street 

Putnam, Connecticut 06260 

Telephone: (860) 963-6800 
 

Job Posting 

Executive Assistant 

September 2026 

The Town of Putnam is accepting applications for the position of Executive Assistant within the Mayor’s Office. 

Performs a variety of confidential and complex administrative, technical, and secretarial duties for the Mayor and 

Town Administrator. 

 

This full-time, hourly, non-union position is set for 35 hours per week with a range of $30.00 - $36.00 per hour 

during Town Hall open hours. Overtime is applicable for Recording Secretary duties during Board meetings, 

typically 3 or more times per month.  

 

Minimum Qualifications: 

1. Graduation from an accredited college or university with an Associate’s degree in General Studies, Business, 

Accounting, or a related field, with minimum five (5) years of increasingly responsible experience in 

administrative work, customer service, office management, finance, or a related field. Suitable experience 

may be substituted for education attainment if deemed appropriate by the Town Administrator or his/her 

designee. 

2. Requires travel to town events or other locations for meetings and conferences.  

3. Municipal government experience preferred, with ability for comparable experience in the business 

environment. The executive administration assistant must:  

• Be skilled in the use of personal computers and associated software, including Microsoft Office, 

Word, Excel, Outlook and online meetings.  Be knowledgeable in website pages and social media 

to provide updates and additions. File electronically and paper files, in accordance with town and 

state requirements. Handle information requests from the employees, public officials and the 

general public.  

• Have experience in financial budgeting software, with preference for municipal accounting 

software similar to Tyler iVisions. Be able to prepare and analyze complex financial reports. 

• Work and communicate effectively with staff and the general public. Problem solve with 

minimum supervision. Possess the ability to carry out duties with a high degree of independence 

and confidentiality. 

• Have the ability to manage multiple diverse projects and work collaboratively with other staff and 

organizations.  

• Have the ability to keep accurate complex records and generate reports accordingly. Ability to 

read, analyze and interpret general business and financial manuals, professional journals, technical 

procedures and government regulations. 

• Have the ability to perform in a fast-paced office environment. Possess excellent planning, time 

management and organizational skills, written and verbal communication skills, and strong 

attention to detail skills. 

• Ability to learn and understand the internal operations, responsibilities, and services offered by 

Town Government. Ability to plan, organize, direct, coordinate, and evaluate work of 

departmental activities. 



 

• Ability to compose clear and correct written correspondence and financial reports; ability to 

effectively present information verbally and respond to questions from groups of public officials, 

managers, vendors, taxpayers, and the general public. 

• Ability to establish and maintain effective working relationships with employees, local and State 

government officials, and the general public. 

Essential Functions: 

1. Perform duties associated to office management, including supplies, budgeting, scheduling, management 

of day-to-day activities in the facility, and overall office management and coordination.  

2. Initiates, composes, and finalizes memos, letters, and responses on behalf of the Mayor and/or Town 

Administrator. 

3. Research and complete various special projects and studies, which may be of a confidential and complex 

nature as directed by the Mayor or Town Administrator. 

4. Coordinates with the Board of Selectmen and Board of Finance Committee, and prepares meeting agendas, 

minutes, legal notices and related materials. Acts as Recording Secretary for public Board and Committee 

meetings. 

5. Manages office schedules including appointments and meetings for the Mayor and Town Administrator, 

and coordinates community rooms requests and schedules with other Town departments and for various 

non-profit groups. Screens incoming calls and correspondences, refers to appropriate staff members and 

follows up to ensure timely response.  

6. Prepares purchase orders for various Town vendors, encumbering expected Town expenditures. 

7. Maintains the Town website for applicable pages and calendars, keeping them up to date with current 

information. 

8. Prepares components of annual operating and capital budgets for the Town Administration and Mayor’s 

departments. Coordinates with the Finance Director and other town departments to track expenditures and 

prepare reports for Town employees, Boards and Committees as applicable. Assists the Finance Director 

with inter-department tracking.   

9. In the absence of the Human Resources Director, assists the Town Administrator in applicable employee 

matters, maintaining confidentiality. May assist Human Resources with payroll and state and federal 

reporting.  

10. Maintains positive working relationships with municipal and school officials, community groups, 

department heads, employees, and the public regarding Town matters.  

11. Provide assistance to all town departments, including scheduling and tracking financial matters, IT needs, 

general office supplies, and other coordination efforts.  

12. Assist with duties in various departments as needed, and provide backup assistance in the event of staff 

absences.  

13. Perform all related work as needed. 

 

Work Environment and Physical Demands: 

This job operates in a professional office environment with some related field work. This role routinely uses standard 

office equipment such as computers, phones, photocopiers, filing cabinets and fax machines.  The noise level in the 

work environment is relatively quiet with frequent interruptions. Often subjected to the demands of other individuals 

and the volume and/or rapidity with which tasks must be accomplished. 

This position regularly requires hours beyond those scheduled hours, including evening meetings for Town Boards 

and Commissions, and other evening or weekend meetings as scheduled. 

The Town of Putnam has an expectation that all employees will have collaborative relationships with not only elected 

officials, town boards and commissions, but also with other employees and Department Heads. 

The physical demands here are representative of those that must be met by an employee to successfully perform the 

essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

Other Duties: 

Please note this overview is not designed to cover or contain a comprehensive listing of functions, activities, duties, 

or responsibilities that are required of the employee for this job. Functions, duties, responsibilities, and activities 

may change at any time with or without notice. 



 

EEOC Statement: 

It is the policy of the Town of Putnam to provide equal employment opportunity to all persons regardless of age, 

color, national origin, citizenship status, physical or mental disability, race, religion, creed, gender, sex, sexual 

orientation, gender identity and/or expression, genetic information, marital status, status with regard to public 

assistance, veteran status, or any other characteristic protected by federal, state or local law. In addition, the Town of 

Putnam will provide reasonable accommodations, that do not present an undue hardship, for qualified individuals 

with disabilities. 

 

Position will remain open until it is filled. Please send cover letter and resume to 

mariah.clifford@putnamct.us 

 

mailto:mariah.clifford@putnamct.us

