TOWN OF CUSHING 

OFFICE ASSISTANT

The Town of Cushing is seeking applicants for a part-time Office Assistant.  The qualified applicant will assist the Town Clerk and Tax Collector in performing a wide variety of duties including, but not limited to, processing motor vehicle registrations, collection of taxes and other payments/fees, cash-ups, records/file management, answering phone inquiries, elections, and general clerical and bookkeeping duties as required.  Solid experience with Microsoft Word and Excel is expected, as well as overall computer literacy and the willingness and competency to learn new things.  Qualified individuals must be able to multi-task, be highly motivated, maintain confidentiality, have excellent written and oral communication skills as well as basic math skills.
This is a regular part-time position of approximately 10 hours per week and occasionally more on certain weeks as needed.  This position includes some benefits.  Applicant must be able to be bonded.
To apply please submit cover letter, resume, and at least three work-related references to Town of Cushing, "Office Assistant Search" 39 Cross Road, Cushing, ME 04563

or via e-mail at cushingme@roadrunner.com

The Town of Cushing is an Equal Opportunity Employer  
