Municipal Association of South Carolina Job Posting Template

Insert [Job title], City/Town of [municipality] 

Category: (Select one position category from the list below.)

· Administration
· Clerical
· Code Enforcement
· Community/Economic Development
· Courts
· Engineering
· Finance
· Fire
· Heath/Human Services
· Human Resources
· Legal
· Miscellaneous
· Parks/Recreation
· Planning, GIS
· Police
· Public Information
· Public Safety
· Public Works
· Technology 
· Utilities


Position hours: (If applicable, state if the position is temporary or part-time.)
Job Duties: (List no more than three job duties in the bulleted format below. Any over three will be dropped due to space constraints.)
· [bookmark: _GoBack]Insert job duty 1
· Insert job duty 2
· Insert job duty 3
Qualifications: (List qualifications in the bulleted format below – may include education, years of experience, certifications, specific areas of knowledge. Any over three will be dropped due to space constraints.)
· Insert qualification 1
· Insert qualification 2
· Insert qualification 3
Pay info: (Insert salary information here.)
How to apply: (Insert information on how to apply and web link to the job description.)
Deadline: (Insert date to remove posting.)
EOE Disclaimer (If applicable, insert here.) 







Example of job posting as it will appear on www.masc.sc:
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Administrative Assistant, Municipal Association of SC
Position Category: Clerical

“This fulltime position will support our Advocacy and Communications team working
directly with the communications stafl. Competitive salary (based on qualifications) and
excellent benefits package including wellness program and SC State Retirement

Duties of the position include, but are not limited to:

« Assistwith maintaining the Association's website by creafing pages, uploading
documents and editing text using Microsoft SharePoint

« Maintain the Association's centralized, complex membership database and
manage the annual membership update process

« Provide administrative supportfor the Association's monthly newsletter by
taking notes during planning meetings, adding the online version {o the website
‘and making edits within design software.

Qualifications.

« Associate degree or raining/experience equivalentto two years of education in
business, communications or a related field.

« Advanced administrative skills demonsirated by five years of experience in a
fast-paced offce environment

« Proven abilityto master complex software including atabase management
systems, content managementtools and online solutions (Microsoft Sharepoint
experience strongly preferred)

Deadiine: March 7
For a complete job description and list of qualfications, visit www.masc.sc.

Forward resumes to: Summer Randall, Operations Manager, Municipal Association of
‘South Carolina, PO Box 12109, Columbia, SC 29211-2109, or email at
srandali@masc.sc. The Municipal Assodiation is an EOE




