
TOWN OF HARTFORD 

JOB DESCRIPTION 

EXECUTIVE ASSISTANT TO THE TOWN MANAGER/HUMAN RESOURCES 

SPECIALIST 

 

 
FLSA DESIGNATION: Exempt/Full Time  Pay Classification: Grade 19 

Department: Administration 

 

Nature and Scope of Position 

 

The Incumbent performs a wide variety of administrative (inc. secretarial) and Human Resources functions 

in support of the Town and the Town Manager. Overall, this full-time high profile position, is responsible 

for overseeing the daily administrative services and activities within the Town’s executive offices and for 

providing support to the Town Manager. 

 

Supervision Received 

 

The Incumbent receives supervision directly from the Town Manager and indirectly from the Chairman of 

the Board as he/she may be directed by the Board of Selectmen. 

 

 

Duties & Responsibilities 

 

The following is a list of the more common duties attributable to the position. This list may not be all 

inclusive and may be amended from time to time by the Town Manager as circumstances may dictate. 

 

As Executive Assistant performs the following: 

 

1. Assist in the coordination of specific functions, services, and activities of assigned areas of Town 

government in accordance with Town needs and resources, and state and federal laws and regulations. 

2. Assist the Town Manager and other Town Officials in determining the impact and implementation of 

technical and legal developments affecting the operations of Town government. 

3. Oversee and carry out various day-to-day administrative functions and projects including but not 

limited to town meeting cycle, town report and awards banquet. 

4. Coordinate, initiate, prepare, process and/or monitor various administrative/financial/operations forms, 

records, reports, schedules and other documents to insure timely and accurate completion of 

documents by other departments or personnel, residents or individuals outside of the Town. 

5. Organize and maintain various departmental files and records, frequently involving cross filing/cross 

reference systems. 

6. Perform a variety of tasks related to the development and maintenance of computerized departmental 

records using personal computers; design and basic programming of appropriate data bases and data 

management/reporting systems using various PC software; initial data base input, ongoing use of the 

system, involving regular data input and using programs to generate a variety of regular and special 

reports. 

7. Develop and maintain various logs, calendars, schedules, and other manual record keeping systems 

related to assigned functions. 

8. Compile a variety of information from both manual and computerized records for regular and special 

reports and in response to specific requests by supervisor. 

9. Perform various bookkeeping functions: initiate and process financial documents related to operating 

budgets or special accounts; monitor financial activity; organize and maintain financial records; 

prepare related reports. 

10. Assist the Town Manager in carrying out liaison functions with other Town Officials, staff, other 

departments, program constituency or the general public. 
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11. Provide information and/or answer questions from Departments, staff, the general public and/or other 

governmental agencies concerning Town practices, policies, operations and/or policies. Route 

pertinent information and/or inquiries to appropriate departments and the Town Manager. 

12. Coordinate and assist in the development and implementation of programs, policies, projects, special 

activities and/or practices. 

13. Confer regularly with the Town Manager and other departments and/or personnel, state and federal 

agencies, vendors, residents, etc., to plan and coordinate activities, projects or programs, exchange 

information, resolve problems, etc. 

14. Perform regular secretarial duties on a limited basis: answer phones and serve as a receptionist, 

type/print using appropriate equipment and software, correspondence, reports, manuals, order office 

supplies and maintain schedules and appointment calendars, screen incoming mail and schedule 

meetings. 

 

As Human Resources Specialist performs the following: 

 

15. Assist with the central personnel management functions including recruitment and hiring of staff, 

counsels, and disciplining personnel, benefits, wage and salary administration, employee and labor 

relations, records, on-boarding, risk management, classification and compensation, and policies and 

procedures. 

16. Maintain town personnel policy and procedures; coordinate policy development with department 

heads, supervisors, and the Town Manager as appropriate. 

17. Serve as liaison for interdepartmental contacts; assists department heads and supervisors in resolving 

personnel problems. 

18. Administers employee benefits; manages and recommends changes in the flexible benefits package. 

19. Serves as the primary point of contact for insurance claims, FMLA processing and worker’s 

compensation claims. 

20. Maintains personnel records; manages the personnel database; monitors employee leave balances; 

approves special leave requests. 

21. Responds to inquiries and complaints from employees and the general public. 

22. Promote employee wellness and training opportunities, professional development programs and 

occupational health and safety program. 

23. Maintains knowledge of current regulations and practices and pending legislation regarding municipal 

employment. 

Requirements of Work 

 

The Incumbent must possess an ability to work closely and effectively with staff and members of the 

public. He/she must also possess and be able to demonstrate an in-depth appreciation and understanding of 

the principals and practices associated with effective management. The Incumbent must be detail oriented, 

self-motivated, well-organized and able to work under pressure and to meet deadlines. He/she must possess 

exceptional analytical abilities and be able to work with and develop consensus amongst persons or groups 

with divergent interests. Must have effective administrative and managerial skills. The Incumbent must 

have above average written and verbal communication skills. Must have the ability to use standard office 

equipment including PC’s. 

 

Desirable Training and Experience 

 

Must possess a minimum of an Associates Degree in business, management, paralegal, human resources 

management or other applicable field. The Incumbent must possess and be able to demonstrate excellent 

communication abilities including reading, writing and commonly used computer programs (MS Office, 

etc.). In addition, the Incumbent will have a minimum of three years experience in a public setting 

demonstrating his/her technical skills which demonstrate the above qualifications. A combination of 

experience and education demonstrating the above required skills and abilities will be considered. Must 

have a viable means of transportation sufficient to fulfill the responsibilities of this position. 
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A.D.A. Requirements 

 

Must have the ability to read. Must have valid driver’s license or reliable transportation. Must be able to 

type fast and accurately. Must be able to lift a minimum of five pounds. Must be able to develop and 

maintain files. Must be able to place, answer and refer telephone calls. Must be able to reproduce 

documents on a copying machine and distribute documents. 

 

Note: Special Exertion/Environmental Conditions 

 

The Incumbent will as a normal course of his/her affairs be required to conduct or participate in official 

meetings of the Board and/or Manager. Such meetings may take place in all types of weather conditions 

throughout the year (day, night, heat, cold, etc.). The Incumbent may be required to attend various 

evening/holiday/weekend meetings over the normal course of the year. 

 

 

 

Nothing in this job description restricts management’s right to assign or reassign duties and 

responsibilities to this job at any time. 

 

By signing below, I, ___________________________, acknowledge that I have read and understand this 

job description.   

 


