BOOKKEEPER

DUTIES OF THIS POSITION INCLUDE:

Accounts Payable Books and Accounts Receivable Books.

Monthly reports of Accounts Payable and budget report.

Assist in preparation of yearly Budget.

Keep inventory of township equipment

Making forms for application for per capita tax exoneration.

Keeping per capita book up to date on all exonerations and rejections, and also notifying tax 
collector of same.

Make note in per capita tax book of delinquent taxpayers before sending list to delinquent tax 
collectors.

Keep tax run and real estate tax book up to date on new owners. 

Transfer from old to new real estate book the (S) for sanitation and (H) for hydrant in Township 
book -- then doing same to Tax Collector's duplicate.

Notifying Tax Collector of new houses, and amount to bill for sanitation charge.

Handle phone calls and expedite complaints.

Keep house count for garbage and trash removal.

Record each zoning hearing expenditure.

Help Sr. Citizens with exoneration forms (per capita) and State forms for real estate tax relief.

Also any other reasonable duties deemed necessary 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.
