Town of Harwich

Board Recording Secretary
Harwich is accepting applications for the position of Board Recording Secretary to various Boards and Commissions. Responsibilities include attending evening Board and Committee meetings and hearings, taking accurate and detailed minutes. Candidate should have a HS diploma or equivalent and 1 to 3 years of experience in an office setting or transcribing minutes, or an equivalent relevant combination of education and experience. Applicant must be proficient in MS Word. Hourly rate is $18.76 - $23.23. Cover letter, town application and resume due at the Office of Town Administrator, 732 Main Street, Harwich, MA 02645. Review of applications will begin 9/29/17; position open until filled. Application available on the town website at www.harwich-ma.gov or from the Town Administrator’s Office. This is a part-time position with no benefits. EOE

