
DATA ENTRY CLERK 

 
FLSA STATUS:  Non-exempt 

 

DESCRIPTION: - This is a skilled clerical position with the Township. The employee performs 

routine tasks related to utility billing, payment entry and updates the Tax Duplicate and property 

files. The employee must also fill in for the receptionist as needed. 

 

REPORTING RESPONSIBILITY: - The employee reports to and receives general work 

assignments from the Treasurer. The employee receives information and guidance from the 

Utility Administrator. 

 

KEY FUNCTIONS: 

 Utility Billing - Preparation & Burning of utility bills in conjunction with the Utility 

Administrator;  Enters utility bill Payments;  Prepares daily deposit slips & runs trial balance; 

Issues utility certifications 

 

 Secretary to the Zoning Hearing Board - coordinates hearing dates with Board Members, 

Solicitor, & applicant; advertises and attends hearings; prints lists of surrounding properties 

 

 General Office Duties - fills in for receptionist as necessary;  maintains & updates 

property records;  performs data entry functions as necessary 

 

MARGINAL FUNCTIONS:  Routine word processing; Routine filing; Routine accounting 

procedures. 

 

PHYSICAL DEMANDS: - The employee must be able to see, hear, speak, use a phone, 

typewriter, computer, copier, postage machine and move 15 pounds from one location to 

another. The employee must be able to file, type, and use an adding machine. 

 

MENTAL DEMANDS: The employee must have the ability to read at a minimum of a high 

school level. In addition, the employee must be able to reason, solve problems while being 

interrupted and provide oral and written communication to Township personnel, and residents. 

 

REQUIRED EDUCATION AND EXPERIENCE: - The employee should have a high school 

diploma or equivalent and have an intermediate level of competency with Word Perfect, Lotus  

1-2-3 and data entry procedures. 

 

REQUIRED SKILLS: - The employee must be able to use basic office equipment and have an 

intermediate skill level with computers. 

 

REQUIRED LICENSES: - 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. 

 


