
 
 
 

Administrative Assistant 
Saugatuck Township, Michigan 
Saugatuck Township is seeking an Administrative Assistant to support the Offices of 
Building, Zoning, and Treasury. 
 
Role Summary 
As Administrative Assistant, you will be the welcoming face and vital operational support 
for our Building, Zoning, and Treasury Offices. This role is perfect for a detail-oriented 
problem solver who thrives on variety, loves helping people, and wants to play a key role in 
supporting our growing community. 
 

What You’ll Do 
• Resident Support: Serve as the primary point of contact for community 

inquiries. 
• Permit Processing: Assist with building and zoning application intakes. 
• Financial Assistance: Collect fees associated with Building, Zoning, Rental 

and Assessing Departments. 
• Clerical Aid: Provide administrative support for other Offices as needed. 

 
What You’ll Bring 

• Experience: 2+ years of administrative or customer service experience 
(municipal experience preferred). 

• Tech Skills: Proficiency in Microsoft Office Suite and BS&A software 
(preferred). 

• Communication: Strong written and verbal skills to assist diverse 
community members. 

• Organization: Ability to balance tasks across different departmental teams 
as well as maintain excellent customer service to walk-ins. 

 
What We Offer 

• Wage: $23-27 per hour (depending on experience) 
• Schedule: Flexible, 20-24 hours per week 

 
Please read through the full position description attached. 
 
About Saugatuck Township 
 
Saugatuck Township is a growing community in motion. Located along the shores of Lake 
Michigan, Saugatuck Township is a welcoming, nature-rich community where people thrive 



 
 
 
and are inspired to create a bright future. The Township is actively investing in projects that 
enhance quality of life, protect natural resources, and support thoughtful growth. 
 
Our Culture 
 
Saugatuck Township is defined by a strong sense of community and a commitment to public 
service. We are community-oriented and focused on solving problems for our residents. Our 
team is collaborative, forward-thinking, and resourceful. 
 
Application Process 
Interested candidates should submit a cover letter, resume, and three professional 
references for consideration. Application materials should highlight relevant experience 
and interest in the position. 

Submissions and inquiries should be directed to: 
Daniel DeFranco, Township Manager 
ddefranco@saugatucktownshipmi.gov 

 



 

Administrative Assistant 
 

Position Summary:  
Under the general supervision of the Township Manager, performs a variety of administrative support 
duties related to the Offices of Building, Zoning and Treasury, and provides clerical support to other 
Township departments as assigned. This position is public-facing and expected to provide excellent 
customer service. 

• Reports to: Township Manager.  Day-to-day work direction is provided by the Community 
Development Coordinator. 

• Supervises: N/A 

• Classification: Regular Part-Time.  This position is non-exempt from overtime payment under the 
Fair Labor Standards Act. 

• Wage: $23 to $27 per hour 

• Benefits: This position is not eligible for health insurance, MERS retirement, term life insurance, or 
the vision and dental reimbursement allowance.  This position is eligible for prorated holiday pay and 
for earned sick time, in each case as provided by the Township Personnel Policy Handbook and 
applicable law. 

• Work Schedule: Flexible, 20 to 24 hours per week, and in no event more than 29 hours per week.  
The regular work schedule is established by the Township Manager. 

 
Essential Job Functions:  
An employee in this position is required to perform the following essential functions, with or without 
reasonable accommodation. These examples are not an exhaustive list of the duties which the employee 
may be expected to perform.  
 
• Serve as the first point of contact for the Township Office, greeting guests, answering the 

telephone/emails and providing responses to questions pertaining to permits/processes/etc., and 
directing inquiries on other matters to appropriate personnel. 

 
• Collect, monitor, and issue (when approved) Building, Zoning, and Rental permits.  This requires the 

ability to accurately and clearly explain Township procedures, review applications for completeness, 
initiate involvement from appropriate Township personnel and local authorities, and issue permits 
only after all requirements have been satisfied and all necessary approvals are obtained.   

 
• Monitor Rental permits by (1) sending out renewal and violation notices to rental owners and/or 

agents, (2) cross-checking Principal Residence Exemption (“PRE”) records, (3) communicating with 
the Fire District regarding inspections and re-inspections, and (4) performing web searches to identify 
rental properties that may be in violation of the rental registration ordinance. 

 
• Track permit processing, project status, expiration dates, and inspections, and maintain electronic and 

physical records of all permits in accordance with the records retention policies of the State of 
Michigan. 

 



 

• Post notices of meetings, public hearings, etc. and ensure publicly available information is up-to-date 
and neatly displayed. 

 
• Collect deposits and fees associated with Building, Zoning, Rental and Assessing Departments. 
 
• Monitor Township general email accounts. 
 
• Maintain confidentiality of sensitive or personal information. 
 
• Provide office support as needed, including creating forms, correspondence, and departmental reports, 

and maintaining hard copy and digital filing systems. 
 
• Provide administrative/clerical support for the Township Manager, Planner and Community 

Development Coordinator, Treasurer, Clerks Office, and others as needed 
 

• Perform other duties as assigned.  

Position Qualifications:  
The following qualifications are required to perform this position:  

• High school diploma or equivalent. 
• Ability to handle unique circumstances and learn a variety of operations and programs.  
• Excellent customer service skills and the ability to handle difficult situations.  
• Willingness to work as a team player and be flexible with assigned duties. 
• Ability to maintain confidential information. 

The following are preferred qualifications: 

• Two (2) years of experience working in an office environment.  
• Associate’s degree or similar credentials.  
• Experience working with Microsoft Office, BS&A Municipal Programs, and phone systems. 
• Experience working with the public. 

Work Conditions: 
This position primarily involves work in an office environment. While performing the duties of this job, 
the employee is regularly required to: 

• Remain in a stationary position for extended periods of time, operate a computer and other 
standard office equipment, and communicate effectively with staff and the public. 

• Move about the office to access files, supplies, etc. 
• Occasionally bend, reach, kneel, or climb a step stool to retrieve or store materials. 
• Occasionally lift and move items weighing up to twenty (20) pounds.  

General Provisions: 
• Terms and conditions of employment for this position are governed by the Saugatuck Township 

Personnel Policy Handbook, as amended, available at https://saugatucktownshipmi.gov/wp-
content/uploads/2023/08/Personnel-Policy-Handbook-_-Final.pdf. This job description is not an 
employment contract, and employment with the Township is at-will. 
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