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 49 Union Street ● Medford ● NJ 08055 ● 609/654-2608
     www.medfordtownship.com                  MAIN FAX 609/953-4087

CLERK/FINANCE FAX 609/714-1790

CONSTRUCTION FAX 609/953-7720

PUBLIC WORKS FAX 609/654-7646


May 30, 2025
The Township of Medford is seeking a temporary Administrative Assistant I to help out for a period of time in the Township Municipal Clerks’ Office.  The ideal candidate will have experience in the Municipal Clerk’s office and a clear understanding of its responsibilities. 

These include processing OPRA (Open Public Records Act) requests, providing public service, collecting miscellaneous fees, performing general office functions, and carrying out additional duties as required. 

Applicants must possess excellent verbal and written communication skills, computer skills, proficiency in Microsoft Word and Excel, interpersonal and organizational skills.  A willingness to learn and take initiative, ability to multitask and a commitment to professionalism and confidentiality. 

Preferred prior experience in local government.

Interested candidates should submit a cover letter and resume along with an online application which can be found at Employment Opportunities – Medford Townshipand submit same to Dawn Merriman, Payroll & Benefits Specialist at dmerriman@medfordtownship.com. The salary offered is $20.00 per hour. 

Township reserves the right to interview and/or select a candidate before the closing of this ad. The Township is an EEO employer.

· Medford Township
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