
 

Assistant to the Manager 

 

East Stroudsburg Borough is accepting resumes for the position of 

Assistant to the Manager. The Borough seeks a qualified applicant to serve 

as the Assistant to the Manager. This position requires variety of routine 

and complex clerical, administrative, technical work that will be 

performed in the operation of Borough government. This includes, but is 

not limited to manage all employee benefits and Payroll functions.   

 

Incumbents are responsible for employee benefit management, workers 

compensation and pension plan management, payroll services, the 

Borough Right to Know Officer and community relations. The Assistant 

to the Manager will 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.   

 

This position requires considerable independent judgment and initiative. 

Any combination of training, education, or experience equivalent to 

graduation from an accredited college or university with an associate’s 

degree in in public or business administration preferred or 4 years of 

Municipal Government experience. Five years’ experience in public or 

business administration or related field with benefits management. Three 

years’ experience with Pennsylvania Municipal payroll. Experience 

with Muni-Link software or experience with similar finance/accounting 

software programs 

 

Possess a valid Driver’s License or the ability to obtain within one (1) year of 

hire date. Must establish residence within 25 miles of the Borough within one 

(1) year of hire date. Work is performed under the general supervision of 

the Borough Manager. Resumes will be accepted at the Municipal 

Building, 24 Analomink St., East Stroudsburg PA 18301, Monday-Friday 

from 8:30 a.m. to 4:30 p.m. through Friday, March 23, 2023. East 

Stroudsburg Borough is an AA/Equal Opportunity Employer.   

 

 

 

 

 

 

 

 


