ADMINISTRATIVE ASSISTANT

DEFINITION:

This is an administrative secretarial position. The employee performs secretarial and accountant duties for the Township Administrative Secretary/Treasurer and the Board of Supervisors and works under the direct supervision of the Administrative Secretary/Treasurer.

TYPICAL DUTIES:

· Assists the Administrative Secretary/Treasurer (referred to as Secretary) with the administration of the Township.

· Assists in the preparation of the agenda, and all necessary information for all meetings of the Board of Supervisors and commissions of the Township. Distributes all correspondence to the appropriate parties.

· Assists with File management, including, but not limited to, the Township's accounting system. 

· Assists with preparation for annual audit.

· In the absence of the Secretary, accepts applications for permits, assisting the applicant when necessary.

· Assists the Secretary in maintaining a correct and current Tax Duplicate, sending copies of transfer tax notifications to the Township Real Estate and Earned Income Tax Collectors. Prepares packets of information for new residents, and mails the same to each new property owner within the Township. Assists with annual forms.

· Reconciles the monthly checking account statements. Is responsible for monitoring accounts due and notifying delinquent accounts.

· Sends faxes, makes copies, shreds waste paper, and types correspondence and documents under direction.

· Acts as receptionist for the Secretary, observing proper business etiquette and telephone manners when speaking to residents and others.

· Attends periodic classes, at the expense of the Township, in municipal management that become available from time to time, at the direction of the Secretary. 

· Performs errands at the direction of the Secretary, including, but not limited to: Retrieving mail from Post Office, delivering material to the Solicitor or Engineer, and recording of subdivisions at the Beaver County Court House.

· Performs periodic general cleaning of office, including but not limited to dusting, vacuuming, restroom duties, and maintaining indoor and outdoor plants.

QUALIFICATION REQUIREMENTS:

· Knowledge and Abilities - Ability to deal effectively with the public and other Township personnel. Must maintain professional appearance and attitude at all times.

· Ability to arrange transportation for various errands and attending classes when directed.

· Knowledge of filing systems, adding machines, copiers, word processing (including Windows 95), data entry procedures and operation of general office equipment. Must have reasonable typing skills, and an intermediate skill level with computers.

· Must be able to read at a minimum high school level. The employee must be able to provide oral communication to Township personnel, residents and the general public. Good organizational and writing skills are also required.

· Must be able to maintain strict confidentiality of all sensitive records and proceedings within the Township office.

EXPERIENCE AND TRAINING:

· High School diploma, or the equivalent

· Intermediate level of competency in typing, Windows 95 and data entry procedures

· Experience in filing and office organization

· Experience in telephone receptionist duties preferred, but not 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.
