TOWN OF SIMS

We are looking for a competent Office Assistant to assist the Mayor, Town Clerk, and Finance Officer.

What does an office assistant do?
	The ideal candidate will be a hard-working professional able to undertake a 	variety of office support tasks. 

Responsibilities:
· Greet visitors in a professional manner as a representative of the Town.
· Handle incoming calls and other communications.
· Manage internal filing system.
· Perform general office duties (word processing, presentations, 	spreadsheets).
· Use computers to assist with town payments (water, sewage, trash,  	recycling).
· Call customers as needed.
· 
Requirements:
· Proficiency in data entry and MS Office Suite
· Excellent verbal communication skills
· Knowledge of office equipment
· Excellent organizational and time management skills

Job Type:
· Part-time (22 hours a week)
· $9.00 hr

Schedule:
Monday 10-5, Thursday 10-5, Friday 10-6

How to Apply?
Pick up an application from Town Hall in Sims during office hours.  

**Applications due by July 31, 5pm.
