Bookkeeper/Administrative Assistant

JOB SUMMARY:  - 
The Bookkeeper/Administrative Assistant is directly responsible to the Manager and will assist him in carrying out administrative and management duties. The Bookkeeper/Administrative Assistant will have supervisory responsibility for the Township's secretarial staff and general office management.


The Bookkeeper/Administrative Assistant will assist the Manager in the fiscal administration of Township activities. In general, the Bookkeeper/Administrative Assistant will supervise the operation of all fiscal control and monitoring systems for all funds and will routinely provide the Manager and Supervisors with financial management information. The Bookkeeper/Administrative Assistant will work closely with the Township's auditors to ensure the continued compliance of all fiscal systems.


The Bookkeeper/Administrative Assistant is responsible for the administration, preparation, and execution of all Township accounting policies. In addition, the Bookkeeper/Administrative Assistant is responsible for payment of bills, accounts receivable, and administration of all fringe benefit packages provided to Township employees.

DUTIES AND RESPONSIBILITIES: - Provide general supervision to the office clerk-typist. 

Supervise and maintain the Township's filing system, including reorganizations and appointment 
lists.

Arrange all Board and Committee meetings; to maintain records of all Board and Committee 
meetings; to supervise distribution of meeting notices and pertinent information to all 
Board and Committee appointment lists.

Supervise the physical maintenance of the office.

Supervise maintenance of supplies and materials for the office.

Provide general secretarial support to the Manager and Supervisors.

To assume other responsibilities pertinent to Township's business at the direction of the 
Manager.

Preparation of applications for group accident & health coverage and submittal of claims to 
company for payment.

Submittal of claims for Workers Compensation coverage,

Monitoring pension plan updates.

Monitoring fire and casualty coverage and submittal of claims for payment.

Investing idle monies in saving accounts, "H" Bonds, Treasury Bills.

Preparation and payment of monthly Tax payments to State and Federal agencies and preparation 
and payment of Quarterly Tax Payments.

Preparation of W-2 Forms for all Township employees.

Organizing Zoning Hearings, typing notices, certified letters and minutes for such.

Submitting new accounts, exonerations and changes to CSI for quarterly sewer rental billing.

Receiving applications for building permits, issuing building permits, submitting monthly 
report on such to Tax Assessor, periodically sending notices to those delinquent in 
picking up their permit.

Providing orientation to new employees concerning benefits, fringes and policies of Township.

Maintenance of personnel file on each employee

Monitoring receipts and disbursements for twelve checking accounts plus the balancing of each



account monthly.

Monitoring six saving accounts

Monitoring and payment of all Township debts.

Preparation of yearly cash flow charts and maintenance of capitol improvement budget.

Preparation of bi-weekly payroll for twenty-two full-time and fifteen part-time employees.

Preparation of bi-weekly budget reports.

Assisting Manager in preparation of budgets for all funds.

Preparation of year end audit.

Preparation of quarterly, yearly and bi-yearly audits of Police Pensions, State Funds by auditors 
other than the Township elected auditors.

Preparation and maintenance of chart of accounts.

Supervise cash disbursement from Petty cash.

Providing house numbers to Township residents.

Taking applications for nine different types of permits required by the Township: sewer, septic, 
road occupancy, peddlers, garbage, junk yard, fireworks, carnivals and erection of signs.

DUTIES AND RESPONSIBILITIES IN ABSENCE OF CLERK-TYPIST. - Filing incoming 
and outgoing correspondence.

Typing of correspondence, reports, memos, minutes, and all outgoing data.

Receiving all telephone calls and routing them to the proper authority.

Other miscellaneous duties as directed by the Manager.

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.
