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Tax Collector Office Assistant
The Town of Groton is looking for a 15 hour/week Tax Collector Office Assistant.  The hourly pay range is $21.57-$30.82 based on experience.
The Tax Collector Office Assistant performs skilled administrative, clerical, and bookkeeping for the Treasurer’s/Tax Department.  Assists the public, at the counter, answers the phone, and will respond to email/mail related to collection of real estate, personal property, motor vehicle, and other taxes.
This position requires a High School Diploma or equivalent and two years of experience in an office environment. Applicants must have excellent customer service skills and the ability to work afternoons.
To apply, please complete internal application and deliver to the Human Resources Director, Town Hall, 173 Main St., Groton, MA 01450 or by email to humanresources@grotonma.gov. For questions, please call 978.448.1145. Job description is available by request.
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Deadline for applications: July 1, 2022
The Town of Groton is an Equal Opportunity Employer
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