ADMINISTRATIVE ASSISTANT

FLSA STATUS: - Non-exempt

DESCRIPTION:

This is an administrative secretarial position. The employee performs secretarial duties for the Township Manager and the Board of Supervisors and acts with considerable freedom of action within established guidelines.

REPORTING RESPONSIBILITY:

The employee reports to and receives work assignments from the Township Manager and Board of Supervisors.

KEY FUNCTIONS:  

· Secretary to the Board of Supervisors

· prepares agendas

· copies and assembles packets

· prepares and posts legal notices

· attends Board of supervisors meetings drafts and types minutes

· drafts and types resolutions

· distributes ordinances drafts and types correspondence regarding actions of the Board 

· Administrative Assistant

· records deeds and rights-of-way

· schedules building use maintains certificate of insurance file

· prepares and follows up on workmen's compensation claims

· writes, edits and publishes newsletter prepares Park and Recreation Board agendas 

· Secretary to the Township Manager

· types letters, memos, and reports

· drafts and types, letters and memos

MARGINAL FUNCTIONS:

· Prepare the agendas for the Park and Recreation Board meetings. Processes workmen's compensation claims.

· Coordinates and arranges special Township functions

PHYSICAL DEMANDS:

The employee must be able to see, hear, speak, use a phone, typewriter, computer, copier, postage machine and move 15 pounds from one location to another. The employee must be able to file, type, and use an adding machine.

MENTAL DEMANDS:

The employee must be able to read at a minimum of a high school level.  In addition, the employee must be able to reason, solve problems while being interrupted and provide oral and written communication to Township personnel, residents, and the general public. Good organizational and writing skills are also required.

REQUIRED EDUCATION AND EXPERIENCE:

The employee should have a high school diploma or equivalent and have an intermediate level of competency with Word Perfect, Lotus 1-2-3 and data entry procedures.

REQUIRED SKILLS:

The employee must be able to use basic office equipment and have an intermediate skill level with computers.

REQUIRED LICENSE:

Valid Drivers License

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. 
