Part-Time Administrative Assistant – La Plata Police Department

[bookmark: _GoBack]Independently performs skilled duties to complete assignments in accordance with specific procedures, policies and practices under periodic work direction of supervisor.  Assignments are broad in scope and require the use of independent judgment and initiative in resolving administrative issues and making decisions.  Incumbents provide highly responsible administrative support.  Salary is $18,000 a year           with benefits.  An application, and supplementary information can be obtained on the Town’s website at www.townoflaplata.org.  Please return an application, resume, and cover letter (drop box or US Mail) to Town Hall, 305 Queen Anne Street, La Plata, MD  20646, attn: Chief Carl Schinner or email cschinner@townoflaplata.org.  Application packet review will begin October 23, 2020.  The Town is an Equal Opportunity Employer.



