Telford Borough, Montgomery & Bucks Counties is seeking candidates for the Full-time position of Administrative Specialist who can fulfill the duties outlined in the Job Description. 


Responsibilities:

Position managed by Borough Manager
Assignments directed by Borough Manager will include supporting: Borough Council,
Borough Authority, associated Board and Commission heads, and staff	
Implement and follow-through on daily initiatives to ensure the borough operations are carried out
in a timely manner
	Plan and prioritize the scheduling of meetings and appointments
	Maintain and coordinate calendars and schedules
	Make travel arrangements
Establish and maintain filing systems and records control
Maintain the Borough and Borough Authority web sites
Maintain and manage confidential materials
	Attend and support regularly scheduled meetings, some of which occur after regular scheduled hours.
		Late meetings generally start 7pm
	Transcribe meeting minutes
Effectively work with the public and local officials
Assess operations for process improvements
Additional responsibilities as deemed necessary Borough Manager


Qualifications:
	
	3+ years experience in a related field
Minimum High School Diploma
A.A. Degree in Communications, Marketing, and/or Business Administration desired
	B.A. / B.S. Degree in Business Administration preferred
	United States Citizen or has been issued an Employment Authorization Document (EAD)

Skills:
	Excellent written and oral communications skills
	Proficient working within the MS Office suite of products
	Adept with basic finance and accounting tools i.e. Quicken Books
	Experience interacting with the public sector
	Ability to work with extreme tact and discretion
	Ability to maintain confidentiality
Working knowledge of basic H/R tasks

Screening and Clearances:
	PA State Police Criminal Record
	Federal Criminal History Record Check (fingerprinting based on background check)
	Drug and alcohol

Salary is dependent upon qualifications and experience with a commiserate compensation package.
Please forward a letter of interest, resume and salary expectations to: 
Telford Borough, attention Finance & Administration Chair; 50 Penn St.; Telford PA 18969, no later than September 30, 2022.

