Berkley Public Schools

21 North Main Street
Berkley, MA 02779
508.822.5220
508.823.1772 (fax)
www.berkleypublicschools.org

May 15, 2026
POSTING NOTICE

POSITION: Business and Operations Administrative Assistant

Melissa Ryan
Superintendent
mryan@berkleypublicschools.org

Melissa F. Coelho

Executive Assistant and

Human Resources Manager
mcoelho@berkleypublicschools.org

POSITION GOAL: To support the efficient operation of the Business Office by assisting the Director of
Business and Operations with financial reporting, payroll, accounts processing, purchasing, deposits, and

related administrative functions

Job Description

Please apply via link below:
https://berkleypublicschoolsma.schoolspring.com/




