
 
Full Time 

 Full Benefits 

 

Administrative Assistant I, II 

 $32,745- $35,444 DOQ 

 First Consideration 3/1/22 

Provides support to the department and fellow co-workers to ensure the smooth operation of the department. You 
will be responsible for greeting visitors entering our office, answering phones and assist residents with their needs, 
reviewing and processing invoices, entering purchase requisition, ordering office supplies, office filing, review and 
order needed office supplies.  Assist with event scheduling, Payroll and other duties as assigned. 

 

 

High School diploma or GED required. 

 Administrative Assistant I: Associates degree, one year related experience in 
secretarial work or equivalent training, education and/or experience.  Must have 
experience with Microsoft Office Suite. 
Administrative Assistant II:  Associates degree. Three to five years of relevant 
experience; or equivalent training. 
 

 

Valid Driver’s License 

 
How to Apply: Submit City application, cover letter, driving record and resume 

to the following address or apply online at www.salisbury.md/apply 

City of Salisbury HR, 125 N. Division St., Salisbury, MD 21801 
jobs@salisbury.md; 410-548-1065; fax: 410-548-3748 

Profile: 

Preferred Education: 
Preferred Experience:   

Requirements/Certifications: 

http://www.salisbury.md/apply

