
     

                                                       
 

Legal Secretary 
 

The Town of Amherst in Erie County, NY is seeking an 

experienced detail-oriented, organized Legal Secretary with 
strong clerical and office skills to join the staff of the Town 

Attorney’s Office beginning in January 2026. The candidate will 
be capable of multi-tasking in a fast-paced environment with 

time sensitive deadlines while handling sensitive and confidential 
information with discretion. Strong written and verbal 

communication required. Applicants must have graduated from 
high school or obtain a GED with two (2) years of clerical office 

experience, one (1) year of which must have involved legal 
secretarial/clerical duties and word processing. Completion of a 

two(2)-year post high school secretarial program majoring in 
legal secretarial courses maybe substituted for one (1) year of 

legal experience. Possession of a Bachelor’s Degree may be 
substituted for one(1) year of general clerical experience. 

$60,405.80 - $75,000.00, salary commensurate with experience. 

Enrollment in the New York State Retirement System and an 
excellent benefits package, including medical, prescription, 

dental and vision and a generous PTO package available.  
Amherst residency may be required within six (6) months of 

permanent hire date. The employee will be required to take a 
competitive exam.  Minority applicants are encouraged to 

apply. Forward letter of application, resume and three (3) 
professional references to Steven B. Bengart, Esq., Town 

Attorney, 5583 Main Street, Williamsville, NY 14221 or via e-mail 
to sbengart@amherst.ny.us. EOE, M/F/V/D 
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