
Town of Charlotte Court House, Virginia
Position Announcement – Part-Time Administrative Assistant
The Town of Charlotte Court House is seeking a part-time Administrative Assistant to provide administrative support to the Town Office. This position is up to 10 hours per week.
Pay Range: $18.00–$21.00 per hour, depending on qualifications and experience.
Position Summary
The Administrative Assistant provides general office and customer service support, including clerical work, meeting support, correspondence and records, light bookkeeping, and assistance with utility and tax billing, as well as helping prepare for Town Council and committee meetings.
Qualifications
· High school diploma or GED required
· Bookkeeping experience, general office experience, and customer service experience preferred; an equivalent combination of education and experience will be considered
· Strong communication and customer service skills
· Proficiency with basic office software and the ability to learn specialized systems
How to Apply
Interested candidates should submit a letter of interest and résumé (or job application) to the Town Manager at twiley@towncch.com. Applications will be accepted until the position is filled. No phone calls, please.
