
HELP  WANTED:  City  of  New
Bedford  is  currently  hiring
for  an  Assistant  Project
Manager
UPDATE: This job position has been filled and is no longer
available.

PAY: $46,639 – $58,303

Provides administrative support to the respective Department;
manages day-to-day clerical duties in an efficient and timely
matter;  attends  meetings,  prepares  and  transcribes  meeting
minutes;  processes  accounts  receivables,  accounts  payables,
and  payroll  for  Department;  performs  technical  and
administrative duties as requested from supervisor. Receive
and review reports pertaining to specific Department matters;
analyze and provide documentation of the filing of reports;
follow-up  with  appropriate  employees  regarding  information
contained in reports. Process, manage, and review financial
items  for  Department  including  accounts  payable,  accounts
receivable, grant budgets, purchase orders, contracts, bids,
payroll, and monthly reconciliations.

High  school  diploma  or  GED  equivalent.  Two  years  of
administrative,  professional,  or  relevant  experience.  Any
equivalent combination of education and experience. Must have
a Criminal Offender Record Information (CORI) check, mandatory
by MGL Chapter 6 Sec 172C.

For  application/complete  job  description,  please  visit
www.newbedford-ma.gov  or  contact  the  Personnel  Dept.,  133
William  St.,  Room  212,  508-979-1444.  Applications  will  be
accepted until a suitable candidate is found. New Bedford has
a residency requirement. EEO
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