CLERK

RESPONSIBILITIES


Wait on customers - receive payments, issue permits, etc.


Prepare payrolls


Prepare billings and rent statements


Type minutes of meetings


Type stencils and run duplicating machine


Check real estate and per capita taxes


General office work

JOB CONTEXT


Direction and Instruction: Standard operating procedures and office routines


Supervision: Secretary-Treasurer


Diversity: Limited


Accuracy: Essential


Time Specification: 40 hours per week on day shift


Mental Effort: Concentrated attention required 70% of time


Physical Effort: Slight physical effort 30 % of time


Area Covered: Borough Municipal Building


Working Conditions: Essentially comfortable

JOB REQUIREMENTS


Education:  High School Graduate


Special Skills: Typing, calculator, and duplicating machines operation. Use of cash register and addressograph machines. Personality traits to facilitate dealing with citizens and Borough employees.


Experience: None

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.  
