ADMINISTRATIVE ASSISTANT

GENERAL DUTIES:

· Assist Township manager with the administration of the Township government.

· Assist in the preparation of the agenda, and all necessary information, for all meetings of the Board of Supervisors and all commissions and committees of the Township.

· Distribute all correspondence to the appropriate parties and respond to correspondence as directed by the Board or manager.

· Respond to telephone inquiries by answering questions or directing inquiry to appropriate party.

· Maintain files of Township records.

· Maintain a schedule for the timely response to all State required forms and reports.

· Coordinate Township solid waste collection and recycling program.

· Assist in the preparation of the Township's annual budget

· Attend and participate in municipal association meetings in order to maintain professional affiliations and keep abreast of new developments in municipal government.

REAL ESTATE TAXES:

· Assist the Township Secretary in maintaining a correct and current Township Tax Duplicate.

· Prepare the annual real estate tax bills for a timely mailing. This will include interim real estate tax bills as required.

· Maintain a record of all real estate taxes paid to the Township.

· Prepare the annual tax lien reports for all properties for which the real estate tax bills were not paid.

· Complete all forms concerning real estate taxes required by other levels of governments

SEWER RENTAL CHARGES:

· Maintain a current and accurate list of all properties connected to the _________  Sewer System.

· Prepare and mail the appropriate monthly or quarterly sewer rental charges bills.

· Maintain a record of all sewer rental charges paid.

· Apply penalty and interest to any unpaid bills and take appropriate action for collection of any delinquent bills

JOB CONTEXT

Direction and Instruction:  Interpretation of Township policies, Township Code and other regulations.

Supervision:  Township Manager

Diversity:  High degree

Accuracy:  Extremely essential

Time Specifications:  Full time position, 8:30 a.m. to 4:30 p.m. Monday through Friday, evening meeting when necessary.

Mental Effort:  Entirely a mental effort 

Physical Effort:  Essentially desk work 

Working Conditions:  Essentially adequate

LEVEL OF WORK PERFORMED:

Must be able to assist in all functions of the Township's administration. Must have adequate knowledge of maintaining Township file and records. Position receives general supervision from the Township manager.

SPECIAL SKILLS AND KNOWLEDGE: 

Have the ability to deal effectively with people. Knowledge of word processing and computer record keeping required.

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor. 
