
BOROUGH OF KUTZTOWN 

POSITION DESCRIPTION 

 

POSITION TITLE: OFFICE CLERK/FULL-TIME 

 ADMINISTRATION DEPARTMENT 

 

REPORTS TO: 

 

Borough Manager ultimately, office supervisor primarily or person assigned by the 

aforementioned personnel. 

 

PURPOSE OF THE POSITION:   

 

The primary purpose of this position is to assist in the daily functions and routines of the 

Administration Department, including a variety of clerical, data entry, customer service  

and/or administrative duties within the Administration Department.   

 

This position may include, from time to time, running errands, assisting in special 

projects, taking minutes at public meetings, assisting in other departments, and working 

irregular and/or extra hours, as required. 

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

1. Perform a variety of routine clerical and administrative tasks; data entry 

functions; and bookkeeping duties. 

 

2. Receive, assist, and provide non-technical information to the public; process 

counter transactions including accepting payments, processing customer deposits 

and traffic tickets; and answer, screen, route telephone calls and take messages for 

staff members when required. 

 

3. Type routine correspondence and prepare reports and documents.  Proofread for 

accuracy. 

 

4. Receive, stamp and distribute incoming mail; process outgoing mail, and deliver 

mail to the United States Post Office. 

 

5. Perform a variety of accounts receivable and accounts payable tasks, including 

but not limited to posting utility, refuse, and miscellaneous payments; processing 

purchase orders; reviewing vendor invoices; and assigning fund numbers and 

allocating appropriate amounts to each fund. 

 

6. Process utility and refuse billing and payments, including but not limited to 

sorting, posting,  preparing new customer master accounts, entering final 

readings, generating reports and checking work for accuracy.  Process computer 

transfers for utility readings to and from hand-held meter reading units. 
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7. Maintain daily log of postage meter, weigh and process mail. 

 

8. File and retrieve materials by sorting and storing documents alphabetically, 

numerically, chronologically, or using similar prescribed filing methods. 

 

9. Perform back-up bookkeeping procedures such as payroll, general ledger, and 

banking functions.  

 

10. Operate listed office machines as required. 

 

11. Properly maintain office equipment, tools and work area. 

 

12. Perform all duties in accordance with safety policies and procedures, work rules 

and regulations and security standards as established by the Borough of 

Kutztown. 

 

13. Perform other work-related duties as assigned. 

 

TO DO THIS TYPE OF WORK, YOU MUST BE ABLE TO: 

 

Meet the following criteria:  physical demands; environmental conditions; language 

skills; fundamental basics; relations to data, people and techniques; and educational, 

vocational preparation, and/or experience requirements that may be needed to perform 

successfully the tasks described within the position description. 

 

 

1. Insure compliance of work rules, regulations, practices, policies, and procedures. 

 

2. Possess the fundamental knowledge of accounting, data processing and business 

management principles, practices and methods as applicable to a municipal 

setting and have thorough knowledge of Borough policies, laws, and regulations 

affecting division activities. 

 

3. Communicate effectively with staff, co-workers, and with the public. 

 

4. Possess a working knowledge and experience with PC and IBM midrange 

applications and operating systems, such as Windows and Microsoft Office 

applications, including but not limited to Word, Excel, and Outlook. 

 

5. Operate printers, mail processing machines, adding machine, telephone, midrange 

computer system, fax machine, and photocopier. 

 

6. Organize work, develop effective work methods and maintain harmonious 

working relationships. 
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7. Perform moderate arithmetic calculations involving adding and subtracting of 

whole numbers and decimals; and multiplying and dividing by whole numbers or 

decimal multipliers and divisors. 

 

PHYSICAL DEMANDS: 

 

The following demands are representative of the physical requirements necessary to 

perform the various duties and responsibilities of this position: 

 

1. Work is performed predominately in an office setting with occasional outdoor 

assignments to coordinate functions, operations, facilities and employees.  Hand-

eye coordination is necessary to operate computers and various pieces of office 

equipment. 

 

2. While performing the duties of this job, the employee is frequently required to 

walk, sit, stand, talk, hear and smell. 

 

3. The employee is occasionally required to use hands to finger, handle, feel or 

operate objects, tools, or controls; and reach with hands and arms.   

 

4. The employee is occasionally required to climb or balance, stoop, kneel, crouch 

or crawl. 

 

5. The employee must occasionally lift and/or move up to 15 pounds.   

 

6. Specific vision abilities required include close and distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus. 

 

ENVIRONMENTAL CONDITIONS: 

 

The work environment characteristics described here are representative of the conditions 

an employee encounters while performing the essential functions of this job. 

 

1. The noise level in the work environment is typically of normal conversation 

amplitude. 

 

LANGUAGE SKILLS: 

 

1. Must have developed language skills to the extent of being able to communicate 

effectively with co-workers and the general public; read instructions, rules, etc.; 

and be capable to look up unfamiliar words in a dictionary for meaning, spelling, 

and pronunciation. 

  

2. Knowledge of English grammar, spelling and punctuation. 

 

3. Be able to write complete sentences and use proper punctuation.  
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FUNDAMENTAL BASICS AND RELATIONSHIPS TO DATA, PEOPLE AND 

TECHNIQUES: 

 

Data:  Must be able to follow instructions, policies and procedures; keep accurate time 

and records; and be accountable and responsible for own work. 

 

People: Must be able to work independently and with co-workers, develop good working 

relationships with fellow employees, be courteous and show respect to the public, and 

work in a safe and cooperative manner so as to protect him/herself, co-workers, and the 

general public. 

 

Techniques: Good judgement required in selecting and using appropriate office 

equipment, objects, materials, stands and lifting techniques, and general work practices.  

Will be exposed to and work with electrical-mechanical machines and other typical office 

supplies and equipment. 

 

SPECIAL REQUIREMENTS:  

 

TOTAL EDUCATION, VOCATIONAL PREPARATION, AND/OR 

EXPERIENCE REQUIREMENTS: 

 

1. A minimum high school G.E.D. or equivalent academic and/or vocational 

certification and not less than two (2) years of applicable credited and/or proven 

experience relating to this position. 

 

2. Must possess ability, desire and willingness to acquire new skills and participate 

in training sessions.  

 

ADDITIONAL EMPLOYMENT CRITERIA: 

 

If there are any questions of ability or future certification programs applicable to this 

position, the employee may be required to pass a written, oral, and/or practical 

examination.  If the employee fails to pass the examination, he or she may be reassigned 

to another position or held in the current classification until successful completion of all 

requirements.  Failure to comply with above-mentioned qualifications after a two-year 

period may result in the employee’s termination. 

 

The duties and responsibilities listed above are intended only as illustrations of the 

various types of work that may be performed.  The omission of specific statements of 

work-related duties and responsibilities does not preclude them. 

 

The position description does not constitute an employment agreement between the 

employer and employee and is subject to change by the employer as the needs of the 

employer and requirements of the job change.   
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ACKNOWLEDGEMENT 

 

I have reviewed the above Position Description containing the ESSENTIAL DUTIES AND 

RESPONSIBILITIES for an Office Clerk and believe that: 

 

_____ I can fully perform all duties without reasonable accommodations. 

 

_____ I can fully perform all duties but only with the following reasonable accommodations: 

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________ 

 

_____ I cannot fully perform all duties even with reasonable accommodations. 

 

 

 

______________________    ____________________________   __________________ 

Name        Signature         Date 

 


