
	Town of Exeter, New Hampshire

Position Description


Position Title:

Office Clerk


Department:
Public Works







# 803

Reports To:

Business Manager

Date:

January 2023
FLSA Status:

Non-Exempt

Salary Range:
$19.54 - $25.64/hr
GENERAL SUMMARY:

Under the general supervision of the Business Manager, responsible for providing clerical support to all divisions within the Public Works Department.

ESSENTIAL JOB FUNCTIONS*:

· Maintains vehicle maintenance files for all Town vehicles, including daily fuel logs, work orders, and next service reports.  Produces and bills monthly fuel consumption and fuel cost for all Departments that access fuel; maintains and updates files of all Town employees who have access to fuel.

· Maintains and updates databases for vehicle work orders, maintenance work orders and building inspection/work orders.  Creates and maintains department inventory list.
· Processes weekly time cards for all Public Works employees.  Maintains an ongoing file for all Public Works employee employment records and ensures that all step raises and evaluations are processed in accordance with the Personnel Plan.  Maintains employee training files and database.
· Processes purchase order requests. Performs department billing and accounts payable functions.
· Maintains a numeric file of all hazard reports and ensures they are completed.

· Assists Highway in compiling the workbooks for the snow plow season, and maintains a spreadsheet for plow damages.
· Update the department emergency call-out list and distribute within the department.

· Accepts money from Town residents and general contractors for various permits, licenses, leaf bags, and recycle bins. 
· Issues driveway, excavation, and sewer permits, as requested.

· Assists all divisions within Public Works with secretarial and administrative duties, including but not limited to scheduling appointments, copying documents, faxing information, and preparing mailings.  May assist with departmental projects as needed and required.
· Answers and routes incoming telephone calls, taking messages, giving information, or directing calls to appropriate department staff, if necessary. 

· Assists with information for social media posts, website edits, and the department newsletter.

OTHER DUTIES AND RESPONSIBILITIES:

· Serves as backup to the Business Manager as requested.
· Promotes and maintains positive community relations.

· Performs other related duties as assigned.

PREPARATION, KNOWLEDGE, SKILLS & ABILITIES:

Duties require knowledge of clerical/secretarial skills equivalent to completion of a high school diploma and one to three years of related experience, or an equivalent combination of education and experience.  
PREPARATION, KNOWLEDGE, SKILLS & ABILITIES (continued):

Working knowledge of modern office procedures, practices, and equipment including the use of computers.

Ability to learn and implement office procedures related to Department, Town, State, and Federal policies, rules, procedures, codes, and ordinances.

Ability to handle multiple tasks and consistently meet deadlines.

Ability to communicate effectively both verbally and in writing; to establish positive public relations for the department; and to interact with a wide variety of people.

Ability to deal tactfully and effectively with the customers and general public and to convey concise and accurate explanations of policies, procedures, and requirements.

SUPERVISORY RESPONSIBILITY:

This job has no supervisory responsibilities.

WORKING CONDITIONS/PHYSICAL DEMANDS:

Normal office environment, not subject to extremes in temperature, noise, odors, etc.

Frequent interruptions to assist citizens.

May spend periods at the terminal, on the telephone, or operating office machines, requiring eye-hand coordination and finger dexterity.

Occasional lifting and carrying of supplies, files, documents, records, etc.

The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.
*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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