ADMINISTRATIVE ASSISTANT – FINANCE
The Guilderland Public Library is a dynamic and growing organization dedicated to providing exceptional library services and resources to our community. We are currently seeking a full-time Administrative Assistant with a strong focus on Finance to join our growing Administration team (Management Confidential).
The successful candidate will support the Library Business Manager by assisting with financial record keeping and providing executive administrative support. The ideal candidate must have excellent numerical skills, high proficiency in Excel, and handle confidential data with extreme discretion. The position will report to the Library Director.

MINIMUM QUALIFICATIONS 
Please refer to the Civil Service job description attached.
PREFERRED QUALIFICATIONS & EXPERIENCE
Education: Bachelor’s degree in accounting, Business Administration, or a related field.
Minimum of three years of experience in financial management, preferably in a
 in a library or other non-profit environment. Experience with accounting software (e.g. QuickBooks etc.) is preferred.
SALARY
The Guilderland Public Library offers a competitive salary of $68,500 annually
commensurate with experience. This is a 35-hour week, full-time position.
BENEFITS
We provide a comprehensive benefits package including:
Health Insurance: Medical, dental, and vision coverage options.
Retirement: Participation in the New York State Retirement System (NYSLRS).
Paid Time Off: Generous vacation, personal, sick, and holiday leave.



TO APPLY
Please submit a cover letter and your resume to Human Resources Manager, Alison Rodrigues-Jadav at jadava@guilderlandlibrary.org
DEADLINE: Oct 30, 2026
Employment at the Guilderland Public Library is governed by Albany County Civil Service. There is no current exam for this title, and it is being submitted for the NY HELPS program. Until approved the candidate will be hired provisionally.

Note: The above is a general overview of the position. The civil service job description is attached. This job description is intended to be a general representation of the responsibilities and qualifications required for this position. It is not intended to be an exhaustive list of duties. 

