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PENN TOWNSHIP, WESTMORELAND COUNTY 
 

JOB TITLE:         ADMINISTRATIVE ASSISTANT (Full-time) 

DEPARTMENT:  ADMINISTRATION 

WAGE/SALARY: For 2021 - $19.64 per hour (85% of full wage rate of $23.11 per hour) 

DATE REVISED: July 30, 2021 

 

POSITION SUMMARY: 

The Administrative Assistant  performs complex office accounting, secretarial and clerical support 

tasks for Township Administration at the Municipal Building while reporting to the Township 

Manager.  Administration supports all departments of the Township as well as elected officials 

and various boards. This position is of a confidential nature and requires an attention to detail and 

accuracy. This position may work as a support aide for staff or work independently on many tasks. 

All Township employees must possess a positive attitude along with strong ethics and personal 

integrity.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

As directed by the Township Manager or the Finance Director, the Administrative Assistant 

shall: 

1. Provide secretarial and clerical support to Township Administration 

2. Courteously answer and direct in-coming phone calls and carefully record messages 

3. Assist the Finance Director with Payroll, Accounts Payable and Accounts Receivable 

4. Computer data entry, including but not limited to: Right-to-Know records, report writing, event 

scheduling, facility rentals and financial database entries 

5. Attend monthly night meetings for the Township Commissioners and other meetings as 

required in order to prepare meeting minutes for those meetings 

6. Listening to meeting recordings to prepare meeting minutes 

7. Proofread documents, memorandums, agendas and reports 

8. Securing the best prices when ordering office supplies and others items as requested 

9. Create, organize and maintain files for Township Administration 

10.  Handle petty cash and make deposits 

11.  Receive and sort mail and deliveries 

12. Make changes to the Township website and create posts for Facebook 

13. Post staff reports and other documents to the internet 

14. Other duties as assigned 

 

QUALIFICATIONS: 

 Education and Experience 

A. Possess at the time of application, a high school diploma or GED 

B. Associates degree in business, accounting or similar field preferred 

C. Five years of relevant administrative/secretarial/clerical experience. Customer service a plus 

D. Possess a proven track record of secretarial and office clerical skills; courtesy, attention to 

detail and accuracy are a must 

  



JOB DESCRIPTION 

PENN TOWNSHIP ADMINISTRATIVE ASSISTANT  

Page 2 of 2 

Necessary Knowledge, Skills, and Abilities 

A. Maintain high degree of confidentiality   

B. Perform clerical and administrative tasks quickly and accurately 

C. Knowledge and proficiency in the use of technology (i.e. computers, word processing, desktop 

publishing, accounting software, database spreadsheet programs and power point) 

D. Work harmoniously with individuals and groups of employees 

E. Excellent copy editing and proofreading skills 

F. Maintain financial records and make basic math computations quickly and accurately 

G. Communicate clearly and concisely in both written and oral form 

H. Knowledge of customer service principles and practices 

I. Ability to make people feel welcomed and valued 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

Work is performed about 95% in the office, and 5% out of the office in attendance at various 

meetings, trips to the post office or court house or other municipal facilities.  Hand-eye 

coordination is necessary to operate computers and various pieces of office equipment. 

 

While performing the duties of this job, the employee is frequently required to talk or listen; sit; 

use hands to finger, handle, feel or operate objects, equipment, or controls; reach with hands and 

arms;  The employee must have a valid driver’s license and a safe driving record.  The employee 

must occasionally lift and/or move up to 35 pounds.  Specific vision abilities required include close 

vision, distance vision, peripheral vision, depth perceptions, and the ability to adjust focus. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those employee 

encounters while performing the essential functions of this job.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions. 

 

The work environment is generally an office environment in a moderately quiet setting.  

Occasional trips to bank, post office, court house, or other governmental offices may be required. 

 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed.  The omission of specific statements of duties does not exclude them from the position 

if the work is similar, related, or a logical assignment to the position.  

 

The job description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and requirements 

of the job change. 

 

Equal opportunity employer 


