Midcoast Council of Governments 
Program and Administrative Assistant

Join a dynamic and growing regional agency providing land use and project planning, economic development assistance and cooperative services to member municipalities. The Midcoast Council of Governments seeks an energetic and experienced programs assistant to support project development and service provision. This fast-paced and diverse position will appeal to those who thrive in a learning environment and appreciate the reward of overcoming challenges. Possessing a significant number of these attributes will foster success in this position:

· Self-starter, always takes initiative. 

· Able to, and likes working independently. 

· Good at creative problem-solving. 

· Quick learner, expects tasks outside of current knowledge-base. 

· Excellent computer skills. 

· Excellent administrative skills. 

· Highly organized and focused. 

· Experience in municipal or other government environments. 

· Economic development or land use planning experience. 

· Experience in project development and administration. 

· Program administration and reporting experience. 

Requirements:

Considerable knowledge of business English, grammatical construction, spelling, punctuation, arithmetic/mathematics, and possession of an excellent vocabulary. Excellent writing skills.
 
Considerable knowledge of modern office routine and practices, procedures and equipment.

Ability to rapidly acquire considerable knowledge of administrative, operational and procedural practices of MCOG and its various activities.

Ability to keep varied records, to assemble and organize data, and to prepare reports from such records.
At least six years experience in general office procedures; executive administrative or programmatical work of a progressively responsible nature or equal post-secondary educational experience may be substituted on a year by year basis. High school diploma required; four-year college degree highly desired.

Salary range is mid 30's to low 40's DOQ. Excellent benefit package of insurances, sick and vacation accruals, and retirement.

Please forward cover letter and resume. Application review starts July 9 and continues until filled. EOE 

Jeff

