



Administrative Assistant

Berwick Borough
Job Description

The Administrative Assistant will serve as a key support staff member for the Borough of Berwick, providing routine and confidential secretarial and clerical assistance to the Codes Enforcement Department.

Essential Duties of the Administrative Assistant:
· Reports directly to Borough Manager

· Answer and direct telephone calls

· Greets and assist visitors
· Receive, review, and send mail correspondence

· Take calls for pavilion and other reservations

· File and keep accurate and appropriate records

· Update weekly workflow and reports

· Uses effective office procedures and recommends improvements and changes

· Attend meetings and training as needed, including those outside of normal working hours

· Provide assistance in enforcing and coordinating Landlords Ordinance 
· Monitor daily publications for information pertinent to the Berwick Borough government and clips articles from newspapers;

· Operate personal computer, copy machine, postage machine, and other equipment; responsible for upkeep and repair of all equipment used

· Address and resolve customer and public inquiries and complaints effectively and professionally

· Act as the primary support for the Codes Department database, overseeing data entry, billing, and receipting processes for rental properties

· Provide additional support to the Codes Enforcement Department as needed, including scheduling appointments, drafting correspondence, preparing and filing reports, and assisting in meeting preparation

· Accept and distribute associated paperwork, including approved and signed permits, permit applications, and miscellaneous letters

· Maintain bonding status while managing incoming funds, processing payments, and recording receipts for services rendered by the Codes Department and other Berwick Borough Departments

· Analyze data to provide informed responses to inquiries from businesses and members of the public
· Perform administrative support tasks such as proofreading and transcribing handwritten information.
· Performs all other duties as assigned 
Personnel Specifications
Education / Experience:
Knowledge and skills usually acquired through education / training in administrative or general business skills and at least a high school diploma or equivalent.  Experience in secretarial / administrative assistant setting preferred, but not required.

Job Knowledge:
Expertise with business English and composition and appropriate computer software.  Understanding of Borough of Berwick administrative policies and procedures.  Willing to learn and understand Borough and International Codes, including UCC and IPMC Codes.

Related Skills:
Ability to operate machines and personal computer; knowledge of Microsoft Office and word procession, desktop publishing, photo / image and spreadsheet software, as well as Codes software.  Pleasant and efficient telephone manner.  Maintains customer service-based attitude.  Ability to maintain close working relationship with office staff and other departments.  Attention to detail, and ability to maintain complete confidentiality.  Ability to work independently with self-directed priorities as well as in a group setting.  Operates in efficient and organized manner with strong work ethic and initiative / follow through.  Possesses strong and analytical and problem solving skills.
Position Relationships:

The Administrative Assistant reports directly to the Borough Manager.

Internal:

Maintains cordial relationship with other staff.

External:
Communicates and provides service for private citizens, business owners, contractors, and investors in a wide variety of ways.  Communicates with Mayor, Chief of Police, Fire Chief, and Council members as well as all citizens in community.

Evaluation Criteria:

· Office training and performance; office / administrative experience and demonstrated skills

· Routine following of instructions

· Communication on day-to-day operations with both internal and external persons

· Familiarity with office machines, personal computer, and software programs

· Preparation of routine reports and maintenance of filing system

· Occasional training in specific office and codes department skills
· Responsibility for routine handling of office correspondence and requests


