Temporary Office Assistant – City of Towanda

Position Overview 

The City of Towanda is seeking a detail‑oriented and customer‑focused Temporary Office Assistant to support daily municipal operations. This role provides essential assistance to staff and helps ensure smooth, responsive service to our community.

Essential Duties and Responsibilities
· Customer Service: Answer incoming calls, process payments, respond to inquiries, and direct residents to appropriate staff for follow‑up.
· Financial Support: Assist with accounts payable, payroll processing, and general financial data entry using QuickBooks.
· Administrative Support: Scan, file, and organize records; assist in preparing City Council agendas; record and draft meeting minutes.
· General Office Duties: Perform additional tasks as assigned to support overall office operations.

Position Details
· Term: Approximately 6–12 weeks
· Schedule: 25–30 hours per week
· Compensation: $17/hour

Minimum Qualifications
· Demonstrated experience in front-office customer service
· Proficiency with QuickBooks or comparable financial software
· Prior experience in a local government office preferred

