
 

 
1 Vine Street 
Keeseville, NY 12944 
518.834.9042 

Part-time Office Staff Opening 
Effective September 23, 2026  
OVERVIEW 

We’re looking for a well qualified candidate for part time employment at the Town of Chesterfield 
main office. The starting compensation will be $19.00 hourly, and will require working 20 hours 
per week during the open office hours, between the hours of 8:00 am and 12:00 pm, however 
times can be flexible with permission from the supervisor and at the request of the office staff. A 
list of holidays in which the Town is closed, is available upon request. Though the days off will be 
unpaid, this position will be allowed some days off per calendar year for sick and personal time.  

Qualifications 

1.​ Well versed in computer skills such as typing, navigating the internet and using Microsoft 
Office products. Some training will be provided with the most used programs if necessary. 
You must be able to demonstrate proficiency with computers. 

2.​ Have professionalism with both presentation and speech.  
3.​ Be able to follow our various policies. 

 

SPECIFICATIONS 

The Town of Chesterfield is run for and by the taxpayers in Chesterfield. The qualified candidate 
will be the first person that the public sees when entering the Town Hall. The responsibilities of 
the best qualified candidate include, but are not limited to, greeting the public, answering 
questions or directing to those who can, make copies when requested, type documentation 
requested by office staff, make trips to the post office when necessary, and update bulletin and 
policies required in the building. They are the support staff for the Town Hall offices of the 
Supervisor, Clerk, Assessor and Code Officer; these clerical responsibilities include all of these 
offices. 

The Town of Chesterfield is an equal opportunity employer and provider. Discrimination is prohibited by Federal Law. Complaints of 
discrimination may be filled with USDA, Director, Office of Civil Rights, Room 326-W, Whitten Bldg., 1400 Independence Ave, SW, 

Washington, DC 20250-9410 
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