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POSITION DESCRIPTION 
 

Title Assistant to the Manager Type Management 

Department 100 Administration Union Non-Union 

Date June 3, 2022 Location 01 

 
General Purpose 

In this position, a variety of routine and complex clerical, administrative, technical work will be performed in the 
operation of Borough government. This includes, but is not limited to manage all employee benefits and Payroll 
functions. 

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

 
Essential Duties and Responsibilities 
Note: The duties listed below are intended to demonstrate the various types of work that may be performed in this 
position. The omission of a specific duty or responsibility does not exclude that duty or responsibility from the 
position description and/or the execution of that duty or responsibility. 

 
1. Management for benefits and compensation, workers’ compensation and pension plans and act as 

administrator of those plans on behalf of the Borough and staff. Manage the recruitment process which 
includes scheduling candidate interviews, pre-employment screenings and background verifications, 
salary negotiation, job description updates. Process termination paperwork and conduct exit interviews as 
needed. Oversee and maintain the PA State Association of Townships (PSAT) Commercial Driver’s 
License (CDL) Random Screening Process as well as DMV background checks via PennDOT as it applies 
to specific Borough staff.. 

2. Payroll/ Specialist and the Borough’s payroll service to process the payroll process for the Borough. Guide 
staff with the time and labor management module to ensure accurate hours are being logged by the 
employee (i.e. punch in/out times, lunch period, vacation/sick time used, etc.) for approval by department 
manager and payroll processing on a bi-weekly basis. This includes input of employee data (hours 
worked, employee information, deductions, salary changes, direct deposit information, etc.) into the payroll 
system. Track and manage accruals for sick, vacation and compensatory time for staff members. Work 
with payroll service on quarterly as well as annual filings with the IRS (i.e. local and state tax, W-2, ACA 
reporting, etc.).. 

3. Act as administrator for all Borough insurance programs (health, workers’ compensation.) and work closely 
with the Borough’s insurance brokers and agents for management of Borough policies and programs. 
Report to Borough Council any significant changes (positive or negative) with any of the Borough’s 
insurance programs as stated above. 

4. As Right-To-Know (RTK) Officer, respond to open records requests in accordance with state and federal 
guidelines set under the Freedom of Information Act. Full understanding of the request is required to 
ensure the information being requested is relative to the Borough, or if the request needs to be re-directed 
to the appropriate agency for follow-up. Compile a RTK report for review by Borough Council of Open 
Records requests received and the action taken by the Borough to fulfill or re-direct the request. 

5. Act as alternate Borough Secretary. Have active memberships and participation in various local, state and 
federal agencies for the benefit of Borough operations and communications to staff and the public. 

6. Attend various committee, board and commission meetings as directed by Borough Manager, which may 
include recording the minutes of those meetings. Meet with other local, state and federal agencies as 
required on business matters as they relate to the Borough. Assist with preparation of meeting materials 
(i.e. agenda review, council packets, copies, reports, etc.) as needed. 

7. Attend various seminars, workshops, webinars and training sessions related to the duties and 
responsibilities of the Assistant to the Manager Position and Borough operations. Report and/or follow up 
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as needed with Borough Management and staff important updates and information learned. 

8. Act as the Savvy Citizen and Code Red administrator and assist in the administration of the Borough 
Website and Social Media Pages. 

9. Help prepare and distribute legal advertisements, bid solicitation notices and documents, meeting 
notices, employment notices, to newspapers, vendors, County Law Library, etc as directed by the 
Manager. 

10. Assist in the preparation and mailing of periodicals, such as newsletters, recycling calendar and other 
brochures/bulletins/notices. 

11. Act as Vehicle Administrator, ensuring all vehicle are properly registered and insured for all departments 
including the Fire Department. 

12. Act as the Front Desk Receptionist when required. 

13. Perform other duties as assigned by Borough Management and Council. 
14. Assist the Borough Manager in all Borough operations as necessary. 

 
Minimum Qualifications and Certifications 

1. Associate’s degree in public or business administration preferred or 4 years of Municipal 
Government experience. 

2. Five years’ experience in public or business administration or related field with benefits management. 

3. Three years’ experience with Pennsylvania Municipal payroll. Experience with Muni-Link software or 
experience with similar finance/accounting software programs. 

 

Knowledge, Skills and Abilities 

1. In-depth knowledge of the principles and practices of public administration and records management (i.e. 
retention and disposition). 

2. Thorough knowledge of all accounting principles, theories and practices as well as internal control 
procedures and the ability to execute and complete those associated tasks within specified calendar 
timelines. 

3. The ability to accurately record and maintain records, establish and maintain effective working 
relationships with employees, supervisors, Borough Council, local officials and the public. 

4. Experience working with the following tools and equipment: computer workstation, printer, multi-function 
copier or printer station, fax machine, typewriter, network server, calculator and telephone. 

5. Experience working with the following software applications: Muni-Link or other municipal billing software, 
Microsoft Office Suite software with in-depth knowledge of spreadsheets, network server and back-up 
processes, the internet and various web-based applications. 

 
Physical Demands 
Note: 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. 

 

1. 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. 

2. The employee frequently is required to stand, talk, hear and occasionally walk. 

3. This position is primarily a sedentary position with long periods of sitting at a desk and computer. 

4. The employee may be required to lift and/or move objects up to twenty-five (25) pounds or greater with 
assistance. 

5. Specific vision abilities required by this job include close vision, distance vision, color vision, depth 
perception and the ability to adjust focus. 



- 3 -  

Work Schedule and Environment 
Note: 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. 

 

1. While performing the duties of this job, the employee on a daily basis will be working in an office 
setting with various office equipment and electronics. 

2. The work schedule will include working nights, some weekends and holidays. 

3. The noise level in the work environment can be moderately quiet in office settings. 

4. Outside work is not associated with this position, although you may be required to be outside in the elements 
on occasion. 

5. This is a drug-free work environment. Drug and alcohol testing is administered in accordance with the 
Borough of East Stroudsburg Personnel Manual. 

 
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. 

3. The position description does not constitute an employment agreement between the Borough of E a s t 
Stroudsburg and the candidate. The position description is subject to change based on the operational 
needs to the Borough of East Stroudsburg where it would require the position description to be modified. 

 

This job description is not intended to be all-inclusive. An employee may also perform other 
reasonable related business duties as assigned. This position is an at-will Non-exempt position. 

The Borough of East Stroudsburg is an Equal Opportunity Employer. 

I have read and understand this classification description and hereby certify that I am 
qualified to perform this job, with or without reasonable accommodation. 

 

 
Employee: 
 

By:  

Print name:  

Borough Manager: 
 

By:  

Print name:  

Date:  Date:  

 


