ADMINISTRATIVE ASSISTANT - TOWN OF HARWICH Health/Conservation Dept.  Position provides highly responsible clerical services to 2 town departments. Greets visitors; handles all foot traffic for both departments, answers/routes calls, performs extensive research; and maintains paper and electronic filing systems.  Maintains all legal records for Health Dept.  Requires ability and skill to deal tactfully and effectively with the public, be flexible and work well under pressure in a fast paced environment.  Possess good computer, written and oral skills.  Candidate must have a H.S. diploma or equivalent and 3-5 years experience in an office setting dealing with the public or equivalent and relevant combination of education and experience.  Knowledge of town government desirable.  To apply submit a town employment application, cover letter, resume, and 3 work references to the Town Administrator, 732 Main St., Harwich MA 02645 by June 12th, 12:00 PM.  Application available at Town Hall or online at http://harwichma.virtualtownhall.net The Town of Harwich is an Equal Opportunity Employer.
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