
Job Title: Assistant to the Manager FLSA Status: Non-Exempt 

Department: Administration Wage: Competitive  

Reports to: Borough Manager 

Summary: This position performs administrative, clerical, managerial and secretarial work under the 
direction of the Borough Manager. The work requires some judgment in the application of 
prescribed methods and procedures of administrative clerical functions. Work assignments 
vary in nature as the employee performs work related to multiple Borough Departments. 

Essential Duties: Produce letters, memoranda, narrative and statistical reports and other forms. 

Attends all regular and special meetings of the Borough Council. 

Follows-up on Borough Council and Planning Commission meetings. 

Prepares complex administrative and/or clerical records and reports from a variety of 
material involving knowledge of departmental functions, procedures and practices. 

Operates computer, office equipment and telephone system. 

May be required to apply for, and administer, grants. 

Coordinates external and internal communications via the Borough’s website, Facebook 
page and other media and social media, as needed. 

Coordinates IT functions and improvements, as directed by the Borough Manager. 

Drafts, communicates, and manages implementation of major planning initiatives. 

Other Duties & 
Responsibilities 

Potential for management of projects, functions, and staff, at the Borough Manager’s 
discretion. 

Performs other duties as assigned by Borough Manager. 

Backup to other administrative/clerical positions such as assisting with coverage of the 
front desk; as necessary. 

Handles telephone calls, emails, and incoming mail for Manager when on vacation. 

Attends meetings on behalf of the Borough Manager, when directed. 
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Minimum 
Qualifications: 

Extensive knowledge of Business English, spelling, punctuation, and arithmetic. 
 
Extensive knowledge of and experience in office practices, procedures and equipment. 
 
Ability to type. 
 
Ability to professionally interact with the public. 
 
Ability to work independently on difficult and complex administrative and/or clerical 
tasks. 
 
Ability to maintain complex administrative and/or clerical records and to prepare 
accurate reports. 
 
Mastery of Microsoft Office software (Word, Excel, etc.) 
 
Bachelor’s degree in public administration or related field. 
 

 
Key 
Competencies: 

Ability to perform well under pressure and on time-sensitive projects  
 
Ability to present in public with professionalism and confidence 
 
Comfort with changing objectives and timelines 
 
Ability to perform multiple tasks. 
 
Ability to perform light lifting of office supplies, materials, etc. 
 
Able to maintain confidentiality. 
 

 
Work 
Environment: 

Ability to perform administrative, clerical, computer, typing, telephone and other 
routine office functions. 
 
Ability to perform light lifting of office supplies, materials, etc. 
 
Ability to perform multiple tasks. 
 
 
 
 

 
Approvals:  

 Kyle Coleman, Borough Manager                                                            Date 
  

    


