
 

RECEPTIONIST/TYPIST 
 

FLSA STATUS: Non-exempt 

 

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

with the public on a regular basis via the phone or in person. This person is the Recording 

Secretary for the Conservancy Board and performs routine clerical functions for the Building 

Inspector. 

 

REPORTING RESPONSIBILITY:  The employee reports to and receives work assignments 

from the Township Treasurer. 

 

KEY FUNCTIONS: - Receptionist: - Directs incoming calls & guests to the appropriate 

individuals 

 

 Logs and distributes all incoming correspondence, faxes 

 

 Sorts and tallies utility bills 

 

 Prepares reports, correspondence and permits for Building Inspector, Zoning 

Officer, & Director of Public Works 

 

 Updates list for the Earned Income Tax Collector  

 

 Responsible for the receipt & distribution of items to and from the public 

 

Secretary to the Conservancy Board: - prepares agendas 

 

 copies & assembles packets 

 

 attends Conservancy Board meetings 

 

 takes, drafts, & types minutes 

 

 types correspondence and maintains files 

 

MARGINAL FUNCTIONS: - Routine copying - 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 and write 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, 

vendors and the general public. 

 

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.  

 


