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Draft – Pending Select Board’s Approval 
 

Administrative Assistant 
Fire Department 

 

DEFINITION 
 
Position is responsible for performing administrative services for the Fire Department. Work 
includes processing department correspondence, processing department payroll, completing 
reports, responding to inquiries, requests and complaints; distributing mail; maintaining and 
updating department files and records; and performing a variety of administrative duties as 
assigned. 

 
ESSENTIAL FUNCTIONS 
The essential functions or duties listed below are intended only as illustrations of the various type 
of work that may be performed. The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related, or a logical assignment to the position. 

 
• Receives, opens and routes daily mail for entire Department. 
• Organizes, prepares, processes complex payroll for entire Department, including 

complying with various collective bargaining requirements. 
• Prepares and processes bills, including but not limited to bills for special detail 

assignments. 
• Maintains considerable contact with variety of public officials, department heads and 

Department employees; researches and furnishes information requested relative to the 
operations of the Department. 

• Bills, collects, records, and deposits fees. 
• Provides administrative services to Department, including but not limited to 

involvement with processing and creating records of new hires. 
• Responds to walk-in requests for assistance by members of public. 
• Performs similar or related work as required. 

 
SUPERVISION  

 
Under general direction of Fire Chief or designee, employee plans and prioritizes the majority of 
work independently, in accordance with standard practices and previous training. Employee is 
expected to solve most problems of detail or unusual situations by adapting methods or interpreting 
instructions accordingly. Instructions for new assignments or special projects usually consist of 
statements of desired objectives, deadlines and priorities. Technical and policy problems or 
changes in procedures are discussed with supervisor. 

 
JUDGMENT 

 
The work requires examining, analyzing and evaluating facts and circumstances surrounding 
individual problems, situations or transactions, and determining actions to be taken within the 
limits of standard or accepted practices. Guidelines include a large body of policies, practices and 
precedents which may be complex or conflicting, at times. Judgment is used in analyzing specific 
situations to determine appropriate actions. Employee is expected to weigh efficiency and relative 
priorities in conjunction with procedural concerns in decision making. Requires understanding, 
interpreting and applying federal, state and local regulations. 
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CONFIDENTIALITY 

 
Incumbent has regular access at the departmental level to a variety of confidential information. 

 
EDUCATION AND EXPERIENCE 

 
Associate degree in business or administrative services preferred and from three to five years of 
business or administrative experience or any equivalent combination of education and 
experience. 

 
KNOWLEDGE, ABILITY, AND SKILLS 

 
Knowledge: Extensive knowledge of Civil Service laws and procedures and Town By-laws, 
regulations, policies, programs and department operations; knowledge of Town and State fire 
department operations and procedures; working knowledge of offices practices, principles, 
procedures, and Munis, Word, Excel, Outlook, Powerpoint, Access and Firepoint computer 
systems. 

 
Abilities: Ability to multi-task and keep accurate information; ability to work independently; 
ability to maintain confidential information. 

 
Skills: Record keeping, bookkeeping, communication, and customer service skills. 

 
WORK ENVIRONMENT 

 
The work environment involves everyday discomforts typical of offices, with occasional exposure 
to outside elements. Noise or physical surroundings may be distracting, but conditions are 
generally not unpleasant. Incumbent may be required to work beyond normal business hours in 
response to emergency situations. 

 
PHYSICAL, MOTOR, AND VISUAL SKILLS 

 
Minimal physical demands are required to perform most of the work. The work principally 
involves sitting, with intermittent periods of stooping, walking, and standing. May be required to 
lift objects such as files, boxes of papers, office supplies, and office equipment weighing up to  30 
pounds.  Duties are largely mental rather than physical, but the job may occasionally require 
minimal motor skills for activities such as moving objects, using office equipment, including but 
not limited to telephones, personal computers, handheld technology, and other office equipment. 
Visual demands require routinely reading documents for general understanding and analytical 
purposes and viewing a computer monitor. 
 

This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. The Town of Hudson is an Equal Opportunity / Affirmative Action employer.  
 
The Town of Hudson does not discriminate on the basis of race, color, religion, sex, sexual orientation, 
gender identity or expression, national origin, age, disability, veteran status, marital status, or an 
individual’s status in any group or class protected by applicable federal, state, or local law. The Town 
of Hudson encourages applications from minorities, women, the disabled, protected veterans, and all 
other qualified applicants. 
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