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HELP WANTED 

The Berkshire County Sheriff’s Office, Jail and House of Correction has an opening for a full time (8:00AM-4:00PM Monday through Friday) Civil Process Division clerk.   

Salary Range:   $63,504.35 to $77,224.63 per year based on experience.

Duties include providing administrative support to the Civil Process Division (located at our Second Street facility), filing, managing records, preparing documents for service, answering phone calls and responding to inquiries from the public, the courts and attorneys.   Applicants must be computer proficient in Microsoft Office 365, able to learn department specific software programming, detail oriented and able to work independently and as part of a team.    Ideal candidate will have strong communication and organizational skills, be able to multi-task, prioritize and problem solve in a fast-paced environment. 

Full state benefit package including life, health, dental/vision insurance, deferred compensation plan, flexible spending account, generous paid leave plans, tuition remission at state colleges, vesting in State Retirement Plan after 10 years of service, annual step increases, and the following education incentive annually (after completion of one year probationary period):
Associates Degree - $2,000.00 
Bachelors Degree -   $2,500.00
Masters Degree -      $4,400.00

Applications available on our website: bcsoma.org or may be picked up in our main lobby at 467 Cheshire Road, Pittsfield, MA., and returned to Diane Maynes, ADS, Berkshire County Sheriff’s Office, 467 Cheshire Road, Pittsfield, MA  01201.  Application deadline:   April 15, 2026.  EOE/AA 
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