                                                      [image: image1.png]



SECRETARY TO THE COUNCILMEMBERS
The Town of Amherst in Erie County, NY is seeking an experienced professional to serve as Secretary to the Councilmembers.  Duties will include preparing and entering resolutions on behalf of Councilmembers, dealing with constituent issues and directing residents to the appropriate liaison or department head to follow-up when necessary.  The position requires effective communication and strong general secretarial skills.  Amherst residency will be required.  Minority applicants are encouraged to apply.  Forward letter of application and resume to Robert P. McCarthy, Director of Human Resources, Town of Amherst, 5583 Main Street, Williamsville, NY  14221 by December 16, 2015.  EOE, M/F/V/D

