TOWNSHIP SECRETARY

RESPONSIBILITIES

Attend all regular and special meetings of the Board of Supervisors.

Give required notice, and prepare an agenda, for all meetings of the Board of Supervisors.

Keep record of proceedings of all public meetings of the Board of Supervisors in the Township's official Minute Book as required by the Second Class Township Code.

Provide required notice for adoption of all Township ordinances and keep copy of the adopted ordinances in the Township's official Ordinance Book as required by the Second Class Township Code.

Maintain the Township seal for safe keeping and proper use

Maintain a file of the oath of office of all persons elected or appointed to any Township office.

Oversee the proper record keeping and files of the Township.

Attend and participate at local government conventions and professional association meetings to keep abreast of new developments in local government.

JOB CONTEXT

Direction and Instruction: - Interpretation of Township policies, the Second Class Township Code and other regulations for the proper procedure of maintaining all official Township records.

Supervision: Township Manager

Diversity: - Extremely high degree

Accuracy:  Essential

Time Specifications: - Part-time position, time required will be based on the activities of the Board of Supervisors.

Mental Effort: -  Entirely a mental effort

Physical Effort: - Essentially office work

Working Conditions: - Essentially adequate

Level of Work Performed, and Special Skills and Knowledge: - Official clerk to the Board of Supervisors requiring a knowledge of regulations for maintaining Township records. Position receives only general supervision from the Township manager.

