
JOB OPENINGS – CITY OF WATERVLIET 
   

An Equal Opportunity Employer 

 

 

Vacancy Number: 
 

2026-06 

Position: 
 

Secretary to the Mayor 

Location: 
 

City Hall 

Basic Function: 
 

Responsibility to assist the Mayor with all activities of daily operations of city governmental administration. 
Work is performed at the pleasure of the appointing authority.  Does related work as required. 

Qualifications: 
 

A. Graduation from an accredited college or university with at least a Bachelor’s Degree and one (1) year 
of responsible office experience in a public organization or private business; OR,  

B. Graduation from an accredited college or university with an Associate’s Degree and three (3) years of 
responsible office experience in a public organization or private business; OR,  

C. Graduation from high school or possession of a GED and five (5) years of responsible office 
experience in a public organization or private business. 

 

Responsibilities: 
 

Acts as a personal and confidential secretary to the Mayor; 

Independently composes and types routine correspondence, applying a knowledge of city regulations and 

operations; 

Screens telephone calls, correspondence and personal callers ; 

Coordinates and arranges appointment schedules and reservations ; 

Compiles and types various monthly and annual statistical reports; 

Operates a computer, word processor, copier and other office machines; 
Uses Microsoft Office Suite for email, preparing documents and scheduling; 
Acts as a liaison with the general public; 

Acts as a receptionist, giving out routine information on policy and procedure; 

 Starting Date: 
 

On or about July 1, 2026. 

Application 
Deadline: 

Until filled. 

Starting Salary: 
 

$44,850 (37.5 hours weekly) 

Apply To: Submit resume to Office of the General Manager, City of Watervliet, 2-15th Street, Watervliet, New York, 
12189 or email: officeofthegeneralmanager@watervlietny.gov 
 

Further 
Information 
Contact: 

Stacey Clermont, Secretary to the General Manager 
518-270-3800, Ext. 100 
officeofthegeneralmanager@watervlietny.gov 
 

Date: 
 

6/10/2026 
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