CLERK-TYPIST


Job Summary - The clerk-typist is directly responsible to the Manager with her activities monitoring by the Administrative Assistant.  The clerk-typist will assist the entire office staff including Sewer Inspector and Zoning Officer, Road Superintendent and Mechanics in the typing and filing of all correspondence for all departments.


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


Filing incoming and outgoing correspondence.


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


Other miscellaneous duties as directed by the Manager and Administrative Assistant.

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.   
