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		TOWNSHIP OF EVESHAM
	JOB OPPORTUNITY


TITLE:		ADMINISTRATIVE CLERK (Full-Time)	            
DEPARTMENT:	COMMUNITY DEVELOPMENT DEPARTMENT
RATE:			Minimum $19.00 per hour                        
SCHEDULE:  	Monday – Friday 8:30 a.m. to 4:30 p.m.  (Flexibility with schedule as needed)
			
BENEFITS:	Paid Personal, Sick, Vacation Days in addition to paid Holidays
		Medical/Rx, Dental; Enrollment in State of NJ Pension System
		Voluntary Benefits also available
			
POSITION SUMMARY
Under the direction of the Director of Community Development and Permit Coordinator Supervisor, this position is responsible for receiving, processing, and tracking all department Open Public Record Act (OPRA) requests and daily cash receipting of zoning payments; provides general clerical assistance in the daily operation of the office, including, assistance with zoning permit applications, zoning and property maintenance violations, typing tasks, research, data entry, creating spreadsheets, organizing department files, dealing with the general public at the customer service counter and via telephone and email.

GENERAL DUTIES/RESPONSIBILITIES
· Receiving, Processing, and Tracking all department Open Public Record Act (OPRA) requests;
· Answers telephone, greets public and provides routine information/customer service to the public;
· Assists customers with general administrative and procedural information concerning development and permit applications & checks permits for completeness and accuracy;
· Maintains department filing system, purges files, and other file management related duties;
· Mail out printed and signed permits & notices of violations to appropriate parties when needed.
· Enters permit data into computer system;
· Maintains logs as required;
· Takes complaints and refers to appropriate authorities;
· Assists Community Development office with duties relative to various functions of the department;
· Performs clerical functions for the department (i.e., types letters, minutes) as directed;
· Assists other personnel when necessary;
· Performs related duties as required.

POSITION QUALIFICATIONS
HS grad/equiv. Minimum 2 years’ clerical experience in an office environment.  Experience in a municipal environment and/or in permitting field preferred.
 
SPECIALIZED SKILLS/KNOWLEDGE
Excellent communication/customer service skills.  Must have computer skills, general computer skills, ability to operate office equipment.

Direct resume and/or Employment Application (which can be downloaded at
https://evesham-nj.org/government/forms/human-resources) to:

Township of Evesham,
Human Resources,
984 Tuckerton Road, Marlton, NJ 08053 

or Email to:  hr@evesham-nj.gov

Evesham Township is an Equal Opportunity Employer
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