POSITION DESCRIPTION
BRIMFIELD TOWNSHIP

POSITION:



Secretary
DEPARTMENT:


Town Hall Administration
WORK SCHEDULE:

Typically, 8:00am – 1:00pm, Monday – Thursday
DATE POSTED:


July 23, 2014
DEADLINE APPLICATION:
Friday, August 1, 2014 at 4:00pm
STATUS:



Part-time position (20 hours per week)
The successful applicant must be able to perform essential office duties satisfactorily.  The requirements listed in this document are representative of the knowledge, skill and ability required.  Brimfield Township provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless accommodation would cause undue hardship.
The incumbent will serve as a part-time secretary for the Brimfield Township Administrative Office, responsible for a variety of tasks and projects.

DUTIES
Duties will include answering telephone calls from the public requesting direction and assistance in a variety of areas, handling walk-in requests for direction and assistance, taking messages, following up on requests for information, and general assistance to the public.  This position will be primarily an office based job however there will be times and assignments that require local travel to Brimfield Parks, Restland Cemetery, local stores and the post office.
This position will work cooperatively with the Office Coordinator to accomplish a shared workload for the township.  Because the workload is shared, activities could vary depending upon the availability and the amount of work assigned to each employee.

In addition to office duties this position will be responsible to coordinate and manage some Brimfield Park programs such as a Junior Golf League and Adult Outdoor Volleyball League.  Other assignments will be to assist the fire department with an annual Senior Picnic, coordinate township programs for Brimfest, assist with elementary aged school tour groups, and similar events.  
Specifically, this position will be responsible for maintaining Township Cemetery Records, managing the sale of cemetery grave sites, recording deeds, coordinating with funeral directors and the Township Road Superintendent for burials and similar for the Restland Cemetery.

General duties include preparing correspondence, filing and maintaining township records, keyboarding, making photocopies, faxing documents, answering the telephone and assisting walk-in traffic.  Other duties will include ordering office and cleaning supplies, light cleaning of the office and surrounding areas, maintaining a clean and neat work area, and coordinating park and cemetery work with the Township Road Superintendent.

SKILLS AND KNOWLEDGE
Must be at least 18 years of age and possess a High School diploma or GED.  Preference will be given to applicants who have completed an office management curriculum sponsored by a business college, adult education training program or similar, or to candidates who have prior work experience in the same or a similar field.
Must have the ability to use computers, computer equipment, fax machines, and photo copy machines, the ability to keyboard at a minimum of 60 words per minute and use a 10-key numeric keypad.
Must possess a valid Ohio Operator’s License with fewer than 6 warning points at the time of application.  Although the incumbent will not typically drive township vehicles there will occasionally be times that the employee will be responsible to drive to Brimfield Parks, Restland Cemetery, local golf courses, local stores or the post office.
Ability to comply with all employer and department policies, procedures and work rules, including but not limited to attendance, dress code, drug-free workplace, and personal conduct.

Ability to effectively communicate orally and in writing with co-workers and members of the general public in a courteous and tactful manner, including being sensitive to professional ethics, gender, cultural diversities, and disabilities.
Ability to work both alone with minimum supervision and with others in a team environment.

Ability to follow verbal and/or written instructions, and to meet project deadlines.
Ability to occasionally work additional hours to help cover scheduled vacations, unscheduled sick leave, and special events such as Brimfest, or park programs.
RESPONSIBILITY
Incumbent will work cooperatively and under moderate supervision of the Office Coordinator.  Specialized instructions and clarifications are given by the Township Executive in regard to unusual or demanding assignments.  Some work is reviewed upon completion to ensure quality of product and adherence to instructions.
Incumbent reports directly to the Township Executive.  
WORKING CONDITIONS
Incumbent performs the majority of duties in an office setting, sharing a computer and desk with the Office Coordinator.  Occasionally there will be times and assignments that require duties outdoors or local travel within Brimfield Township.
The typical work week will be from 8:00am – 1:00pm Monday through Thursday 
(20 hours per week).  There are no benefits offered with this position.

APPLICANT ACKNOWLEDGMENT:
The job description for the position of part-time secretary for the Brimfield Township Administrative Office describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment but rather a description of the types of work and conditions required for the job.  I am responsible for reading this job description and complying with all job duties, requirements, and responsibilities contained herein, and subsequent revisions.

I attest that I meet the job position requirements and know of no reason that I will be unable to meet the requirements of this position.
Applicant Signature






Date

Print Name

This acknowledgment is part of the application packet and must be returned along with a completed job application.
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