
North Cornwall Township 
320 S. 18th Street 

Lebanon, PA 17042 
 

Employee Job Description 
 
 
Job Title: Public Works Assistant    
 

Summary:  The Assistant Township Manager / Public Works Director will assist the 
Township Manager with overseeing daily office administration and public works activities 
to ensure professional daily business operations and will be responsible for performing 
the following duties.  
 

Administrative Duties and Responsibilities include the following.  Other duties 
may be assigned as directed by the Manager*.   
 

1. Coordinates and monitors office operations to ensure Township requirements are 
sufficiently met on a daily basis. 

 
2. Plans goals/objectives for office operations and identifies the resources (staff, 

equipment, funds) required to attain the end results. 
 

3. Provides qualified staff to support and contribute to the needs of the organization. 
 

4. Monitors office procedures and resolves problems through collaboration with 
pertinent contacts and implements changes as needed. 

 
5. Resolves operational problems related to customer service, accounting 

procedures and computer systems. 
 

6. Operates standard office equipment efficiently to include: 
- multi-line telephone system 
- facsimile machine 
- photocopy machine 
- postage meter 
- calculator 
- computer/printer* 
 

7. Ensures the efficient operation of all office equipment by performing minor 
service duties and arranges for routine and necessary maintenance as needed. 

 
8. Troubleshoots and resolves all computer problems by communicating with 

computer vendors and handles onsite solutions. 
 

9. Delegates administrative duties to staff as well as supervises and provides 
instruction as needed. 

 
10.  Coordinates and oversees the completion of special projects as needed. 
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11.  Other assigned duties: Assistant Township Manager will be responsible for  
       administrative duties for any vacated full-time and /or part-time positions.  The      
       following positions include but not limited to: Public Works Director, Code   
       Enforcement Officer, Zoning Officer Sanitary Sewer Administrator, Storm Water  
       Sewer Administrator and any other Township positions that require  
       administrative supervision or assigned by the Board of Supervisors.   
 
12. Will be responsible for any duties outlined in the latest Board of Supervisor’s   

  Ordinance or Resolution defining the responsibilities of the Township Assistant   
  Manger / PWD Job Description.   
 

13. Shall attend Supervisor, Planning Commission, Zoning Hearing Board, Recreation  
  Board, and any other required attendance of Township meetings. 

 
 

Public Works Duties and Responsibilities include the following.  Other duties may 
be assigned as directed by the Manager*.   
 
1. Responsible for overseeing daily Public Works Department (PWD) Administrative 

duties and the supervision of the following; Highway Department, Code & Zoning 
Enforcement, Sanitary Sewer Operations, Stormwater Operations, Parks & 
Recreation.  
  

2. Supervises and coordinates work duties and projects with Highway Department 
Foreman. 

 

3. Supervises PWD projects and coordinates work with Subcontractors. 
 

4. Coordinates and monitors PWD operations to ensure Township requirements are 
sufficiently met on a daily basis. 

 
5. Plans goals/objectives for PWD operations and identifies the resources (staff, 

equipment, funds) required to attain the end results. 
 
6. Provides qualified PWD staff to support and contribute to the needs of the 

organization. 
 
7. Monitors PWD procedures and resolves problems through collaboration with 

pertinent contacts and implements changes as needed. 
 
8. Resolves PWD operational problems related to customer service, maintenance of 

Township owned facilities, roads, vehicles and equipment. 
 
9. Will be responsible for any duties outlined in the latest Board of Supervisor’s   

 Ordinance or Resolution defining the responsibilities of the Township Assistant   
 Manger / PWD Job Description.   
 

10. Shall attend Supervisor, Planning Commission, Zoning Hearing Board, Recreation 
Board, and any other required attendance Township meetings. 
 

11. Conducts job performance interviews and evaluations with PWD employees.     
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Qualifications: 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Education/Experience: 
Bachelor's degree (B. A.) from four-year college or university; or two to four years related 
experience and/or training; or equivalent combination of education and experience.  As 
required, shall attend Municipal Government seminars, training classes, LTAP or PSAT 
training courses, conventions, shows and any other educational classes or training 
courses.  
 

Language Ability: 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations.  Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general 
public. 
 

Math Ability: 
Ability to work with mathematical concepts such as probability and statistical inference, 
and fundamentals of plane and solid geometry and trigonometry.  Ability to apply 
concepts such as fractions, percentages, ratios, and proportions to practical situations. 
 

Reasoning Ability:  
Ability to define problems, collect data, establish facts, and draw valid conclusions.  
Ability to interpret an extensive variety of technical instructions in mathematical or 
diagram form and deal with several abstract and concrete variables. 
 

Computer Skills:  
To perform this job successfully, an individual should have knowledge of Microsoft Word; 
Microsoft Excel; Visual Supplier; Adobe Collection and Microsoft Outlook. 
 

Certificates and Licenses:  
Valid Driver's License 
 

Supervisory Responsibilities:  
Assisting Manager with supervision of up to five or more employees.  Carries out 
supervisory responsibilities in accordance with the Manger’s instructions and/or 
organization's policies and applicable laws.  Responsibilities include interviewing, hiring, 
and training employees; planning, assigning, and directing work; appraising 
performance; rewarding and disciplining employees; addressing complaints and 
resolving problems. 
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Work Environment: 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Will be required to perform work duties in the field. While performing the duties of this 
job, the employee is occasionally exposed to outdoor weather conditions.   The noise 
level in the work environment is usually moderate. 
 
 

Physical Demands: 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee is frequently required to stand; walk; sit; use hands and reach with hands 
and arms. The employee is occasionally required to climb or balance and stoop, kneel, 
crouch, or crawl.  The employee must occasionally lift and/or move up to 50 pounds. 
 


