
 
 

 
Municipal Assistant (Part-Time to Full-Time) 

 

              Department:    Administrative, other          Supervisor:   Borough Manager 

 

              Salary:    Starting at $21.00 DOE                        Starting Date:    TBD 9/14/2026 

 

              FLSA:     Non-exempt, Part-time (leading to full time within a year with an increase in salary and benefits) 

                    

              Residency:   within 20 miles of the Borough 

 

Primary Duties: 

 

Under the supervision of the Borough Manager, employees in this position perform a variety of tasks related to 

the smooth function and operation of the Borough of Dillsburg.  The selected candidate will handle daily 

problem-solving interactions using a positive attitude with the general public face-to-face, via email and via 

phone calls, while assisting them with various tasks from obtaining permits to providing clear explanations of 

rules and regulations established within the Borough Code of Ordinances. Other duties include, but are not 

limited to: handling outside vendors, reconciling accounts, making bank deposits, paying and managing invoices, 

keeping up with and maintaining annual online reports/filings and assisting with the budget. 

The successful candidate must have good interpersonal skills; can solve problems and work independently while 

still functioning as an essential part of a team. Specific on the job training under the supervision of the senior 

Administrative Assistant will be provided. Knowledge of QuickBooks online is a plus. 

 

Education/skills/certifications: 

• High school diploma or equivalent is required.  

• Valid PA Driver’s license required with a clean driving record.   

• Must have an established background history to be bonded for handling Borough funds. 

• Proficiency with Microsoft Office 365 to include the use of Word, Excel and Outlook. 

• Proficiency with QuickBooks online including Accounts Payable and Accounts Receivable 

• Knowledge of standard office procedures and practices 

• Ability to manage Borough business with discretion and confidentiality 



Duties include: 

• Knowledge of standard office procedures, practices, conduct, and actions necessary in maintaining good 
working relationships. 

• Paying monthly invoices using QuickBooks online, Accounts Payable, and Accounts Receivable. 

• Answering phones and ability to relate to the public with professional, courteous, and positive 
demeanor. 

• Check emails and phone messages. Return answers to messages promptly. 

• Ability to manage Borough business with discretion and confidentially, and process and safeguard 
information, records, and documents. 

• Ability to understand and follow oral and written instructions and perform work with considerable 
independence and minimal review. 

• Operate office machines, such as computers, photocopiers, mail machines, etc. 

• Knowledge of English grammar, spelling, and punctuation at a level equivalent to that used in writing or 
adjusting written material consisting of complex sentence structures. 

• Maintain and keep records related to Permitting. 

• Maintain and keep records related to Pavilion and Community Room rentals. Show Community Room 
when needed. 

• Prepare monthly and yearly reports, submit them to appropriate entities. 

• Ability to manage residents’ complaints with discretion and professionally. 

• Maintain and keep updated records related to the residents’ database. 

• Make bi-weekly bank deposits, reconcile bank accounts at month end. 

• Maintain and update the Borough website. 

• Prepare the Borough newsletter twice a year. 

• Sort and distribute mail. 

• Send out letters to new residents to maintain an accurate tax database. 

• Check red mailbox outside for after-hours drop off 

• Other duties as needed and assigned by the Borough Manager 

• Assisting with being an on-call emergency contact for the Community Room Rentals 

 

*Selected candidate must be available to attend all meetings of the Borough Council, Planning 

Commission and Zoning Hearing Board when applicable. Candidate will keep and transcribe minutes for 

legal purposes having custody of the Borough seal and certify copies of any record, bylaw, rule, 

resolution or ordinance by attestation of signature.* 

 

Dillsburg Borough is an equal opportunity employer.  Dillsburg Borough offers medical, dental and vision 

benefits to all full-time employees and their families.  Short-term disability and life insurance is also 

available. 

NOTE: This job description describes a general category of jobs and assignments.  To meet the needs of the 

Borough municipal government and its departments, employees may be assigned other duties. Duties are subject 

to change at any time. 

 

 



  

 

 

 

 

 

 


