
ASSISTANT TREASURER 
 

FLSA STATUS: NON-EXEMPT 

 

DESCRIPTION 

This is a skilled accounting and secretarial position with the Township. The employee assists the 

Township Treasurer in the day to day bookkeeping, filing and accounting. The employee 

assumes the duties of Treasurer in the Treasurer's absence. This person performs secretarial 

functions for the Planning Commission. 

 

REPORTING RESPONSIBILITY 

The employee reports to and receives work assignments from the Township Treasurer. 

 

KEY FUNCTIONS 

Assistant Treasurer 

 prepares payroll 

 prepares payroll reports & tax filings 

 updates sick, vacation, & personal days calendar  

 performs accounting procedures on the computer 

 general typing for Zoning Officer & Director of Public Works 

 verifies & tracks escrow releases on Lotus  

 recharges developers and/or individuals monthly for engineering and township services 

 

Secretary to the Planning commission 

 prepares agendas 

 copies & assembles packets 

 attends Planning Commission Meetings 

 takes, drafts, & types minutes 

 drafts & types correspondence concerning actions of the Planning Commission 

 

MARGINAL FUNCTIONS: 

 Processes utility payments.  

 Maintains employee fund.  

 Fills in for receptionist.  

 Routine filing 

 Routine typing 

 

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 be able 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, residents, and vendors. 



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 

Valid Drivers License 

 

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. 

 

 

 

 


