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POSITION DESCRIPTION 
 

Title Secretary/Receptionist Type Administrative 

Department Parking/Administration Union Non-Union 

Date October 12, 2021 Location 20 

 
General Purpose 

This is secretarial work of low to moderate complexity and confidentiality.  Employee serves as the front 
desk Receptionist and Secretary to Parking/Code Enforcement, Executive Assistant, and other 
employees. Work is performed with guidance from administrative superiors (Manager, Executive 
Assistant and Finance Administrator).  Assignments are stable and routine in nature and are carried out 
in accordance with standard secretarial practice.  Work regularly includes the operation of standard 
office equipment including computer, typewriter, adding, calculating, fax and copier machines.  Work is 
reviewed by superiors through observation of performance and by the advice and assistance on 
unusual or difficult problems. 
 

 

Reporting Structure 
Reports directly to the Executive Assistant and will work under the general supervision of the 
Executive Assistant and the Borough Manager. 

 
 

Essential Duties and Responsibilities 
1. Receive and process and distribute mail, incoming and outgoing as directed. 
2. Answers general inquiries on topics such as municipal services, application processes and 

municipal codes and zoning as experience permits; refers inquires and complaints to other staff 
as required; tracks complaints and application inquiries to ensure a timely response. 

3. Performs cashier duties by receiving payments and deposits for municipal services, parking and 
codes violation tickets and application fees; balances cash and prepares bank deposits; refers 
irregularities to the finance department for resolution. 

4. Assists customers in obtaining a variety of application forms related to, complaints, licensing, land 
use, water meters, etc. by ensuring the application has the complete forms and point of contact 
pertaining to said forms. 

5. Maintains department’s paper and electronic files by scanning all incoming and outgoing records 
and filing paper copies to ensure department records are retained and retrievable; retrieves files 
for other staff members requiring assistance. 

6. Provides assistance to the department staff by conducting research on the Borough code of 
ordinances and policies; composes and types letters and emails to address complaints and 
inquiries from members of the public, staff members and outside agencies; composes and types 
letters, memos, forms and policies from handwritten copy or verbal instruction; proofing 
correspondence and reports for spelling and grammatical accuracy; photocopying, filing, updating 
and maintaining records, scheduling meetings and appointments to ensure efficient use of time, 
mailing notices and arranging statutory advertisements. 

7. Liaises with the Code Enforcement Officer (CEO) and Zoning Officer by providing information and 
clerical support by typing correspondence relating to parking infractions and other code and 
zoning enforcement issues. Complex codes and zoning enforcement issues are referred to the 
Zoning Officer or Codes Officer for resolution. 

8. Makes training, travel and accommodation arrangements as required. 
9. Assists with collating meeting agendas and taking minutes as required. 
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10. Assists with planning special events. 
11. Performs other related duties as required. 

 

 

ADDITIONAL DUTIES & RESPONSIBILITIES: 
 

1. Serve as minute-taker at meetings, may require work after normal working hours. 
 
 

Required Minimum Qualifications and Certifications 
1. High School Diploma or equivalent required. 
2. Familiarity with modern administrative practices, procedures and equipment. 
3. Ability to effectively use computer applications such as spreadsheets, word processing, calendar, e-mail 

and database software including Microsoft Office. 
4. Ability to read, write, speak, understand and communicate sufficiently to perform the essential duties of the 

position. 
5. Ability to compose and type routine correspondence and proof read for grammar, spelling and punctuation 

with a high degree of accuracy 
6. Ability to make clear and accurate analyses of facts, figures and processes. 
7. Ability to handle concurrent telephone calls and counter inquiries. 
8. Ability to process cash transactions and balance cash. 
9. Possess a valid Pennsylvania Driver’s License (Class C) 

 
 

Preferred Knowledge, Skills and Abilities 
1. Secondary school graduation in addition to an administrative / secretarial training at a recognized 

institution or an equivalent combination of education or experience Minimum of two years’ receptionist 
and/or secretarial experience. 

2. Understanding of government records management and electronic data management systems is an 
asset. 

3. Ability to speak effectively before groups. 
4. Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram 

form. 
5. Ability to deal with problems involving several concrete variables in standard situations. 
6. Ability to work independently, effectively organize activities and manage multiple priorities 
7. Demonstrated customer service skills including the ability to provide accurate information and respond to 

disrespectful customers.  
8. Ability to establish and maintain effective and positive working relationships. 

 
 
Physical Demands 
1. 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. 

2. While performing the duties of this job, the employee is regularly required to use hands to finger, 
handle, feel or operate objects, tools, or controls and reach with hands and arms. 

3. The employee frequently is required to sit and talk or hear. 
4. The employee is occasionally required to walk; stand; climb or balance; stoop, kneel, crouch, or 

crawl; and smell. 
5. The employee will be required to and must frequently lift and/or move up to 30 pounds and 

occasionally lift and/or move objects greater than this with help. 
6. Specific vision abilities required by this job include close vision, distance vision, color vision, 

depth perception, peripheral vision and the ability to adjust focus. 
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Work Schedule and Environment 
1. The work environment characteristics described here are representative of those an 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. 

2. While performing the duties of this job, the employee on a daily basis will be working inside for 
extended periods of time up to and including an entire work period. This includes working in all types 
of weather climates inclusive of extreme heat, humidity, cold, wind, and precipitous weather 
conditions. 

3. Will be required from time to time to work nights and weekends. 

4. The employee is occasionally exposed to wet and/or humid conditions and unsanitary conditions. 
5. The potential for the risk of electrical shock may also be evident. 
6. The noise level in the work environment is usually moderately quiet in office settings. 
7. This is a drug free work environment. Drug and alcohol testing is administered in accordance with 

the Borough of East Stroudsburg Personnel Manual. 
8. This is a full position. Hours will typically be scheduled between 8 am – 5 pm, Tuesday thru 

Thursday. Evening, weekend or hours adjustments may be required as job duties demand. This is a 
40-hour work week. 

9. Daily reporting location is the East Stroudsburg Municipal Building and work is performed there.  
 
 

Pre-Employment Conditions 
1. Prior to employment, an applicant selected for this position must satisfactorily complete a drug and/or 

alcohol screening test and physical examination to determine if an applicant is physically capable 
of meeting the essential functions of the job. 

2. Background and prior employment verification will be performed on the applicant selected for 
this position. 

 

 
This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee for this job. Duties, responsibilities 
and activities may change at any time with or without notice. 
 
The Borough of East Stroudsburg is an Equal Opportunity Employer. 


