Hooksett Police Department

15 Legends Drive

Hooksett, NH  03106

Bus. (603) 624-1560

Fax. (603) 624-6891


	POSITION     VACANCY

Administrative Records Clerk



Hooksett Police Department is currently accepting resumes for the position of 
Administrative Records Clerk
Hourly wage up to $29.41 based on education and experience.  All candidates must successfully complete all hiring phases and a background investigation. 
Work Schedule: 7:00 a.m. to 3:30 p.m., Monday through Friday (Subject to change at the discretion of the Chief of Police). 

The Job
Under general supervision from the Support Services Division, the Administrative Records Clerk performs administrative and clerical work involving typing, filing, and keeping of various records. The Administrative Clerk will help assist with the maintenance review and redaction of Body Worn Camera footage as well as maintain a general proficiency in the duties of the Prosecution Assistant, Executive Assistant, and the Part-Time Administrative Clerk.
Full benefits package to include health insurance - 2 of 3 plans 100% employer premium paid (Up to $10,000 annually if you opt out of the health insurance), dental insurance, NHRS pension 11 paid holidays, sick time, vacation time, longevity bonus, life and disability insurance as outlined in the Town of Hooksett Personnel Plan.
Minimum Qualifications
United States citizen, high school diploma or GED, ability to deal successfully with public under stressful conditions. Must possess ability to receive and transmit information accurately under stressful conditions.  Must be free of any conditions that result in a person not being able to perform the essential functions, with reasonable accommodation, of an administrative records clerk as determined by a physician under contract with this agency.  Associate degree preferred or equivalent related experience in the field.
Application Procedure
Please submit completed Town application, resume and cover letter to: Town of Hooksett Attn: Town Administrator André L. Garron, 35 Main Street, Hooksett, NH 03106 via US Postal mail or hand delivery or via e-mail to townadministrator@hooksett.org . A detailed job description and application are available via www.hooksett.org or at Town Hall Administration Dept. Internal applicants may submit only a letter of interest.

POSTED: Wednesday, April 30, 2025
CLOSING DATE: Open until filled.
The Town of Hooksett and the Hooksett Police Department are Equal Opportunity Employers
