SOUTH WHITEHALL
TOWNSHIP

Job Description

Job Title: Land Development Administrative Assistant

Department(s): Community Development

Position Reports To: Director of Development

Job Grade: | FLSA Status: Non-Exempt | Annual Salary: $50-$60K

Section I: Summary of the Position:

Reporting to the Director of Development, the Land Development Administrative Assistant
provides advanced administrative and clerical support to the department while assisting with land
development, subdivision, planning, permitting, and public meeting processes.

This position serves as a primary point of contact for residents, developers, engineers, attorneys,
contractors, and public agencies; coordinates application processing and project tracking;
maintains statutory deadlines; prepares meeting materials; and helps ensure the efficient
administration of land development activities.

This position is classified as a Non-exempt/Hourly position in accordance with the Fair Labor
Standards Act (FLSA).

Section II: Essential Duties and Responsibilities:
CD Administrative Support

e Serve as a primary point of contact for developers, engineers, contractors, residents, and the
public.

e Respond to routine inquiries regarding applications, permits, and Township procedures.

e Direct walk-ins to the appropriate Township staff.

e Prepare correspondence, reports, memoranda, agendas, mailings, and other documents.

e Maintain departmental filing systems and electronic records.

e Schedule meetings and maintain department calendars.

e Coordinate meeting logistics including room setup, audiovisual needs, and stenographer
services.

e Perform general clerical duties including scanning, filing, copying, and document
management.

e Serve as administrative backup to Permit Clerks.

e Assist with UCC Training Fund administration.




Land Development Support

e Receive, scan, and process subdivision and land development applications and related
documents.

e Maintain project files from application through completion.

e Track and review deadlines, public notice requirements, financial security renewals, and
insurance expiration dates.

o  Assist staff with project coordination and document management.

e Maintain land development databases and records.

o  Assist with correspondence regarding review comments and project status.

e Coordinate signatures, recording documents, and final plan processing.

e Assist in updating departmental forms, applications, and procedures.

Boards and Commissions Support

e Prepare Planning Commission packets.

e Prepare Zoning Hearing Board packets.

e Assist with Board of Commissioners mailings and agenda materials.
e Prepare Planning Commission meeting minutes.

e (Coordinate required legal advertisements and public notices.

e Perform other related duties as assigned.

Section IIl: Knowledge/Qualifications: Qualifications are representative of the knowledge,
skills and/or abilities required for the position.

e Excellent written and verbal communication skills.

e Strong organizational skills, time management skills, and attention to detail.

e Ability to interpret Township ordinances, policies, and administrative procedures.
e Ability to maintain confidential information.

e Ability to prioritize multiple assignments in a fast-paced environment.

e Strong analytical, problem-solving, and customer service skills.

e Advanced proficiency with Microsoft Office Suite.

e Experience with electronic records management and permitting software preferred.

Section 1V: Education and Experience:

e High school diploma or equivalent required.

e Associate degree in Business Administration, Public Administration, Planning, or a
related field preferred.

e A minimum of three (3) years of responsible administrative experience, preferably in
municipal government, land development, engineering, planning, permitting, or construction
administration.



Section V: Certifications
Certifications are welcomed but not required.
Section VI: 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, an employee is regularly required to: talk and hear; use
hands or fingers to handle and feel; frequently use the telephone and computer while
communicating with internal and external customers. This job requires manual dexterity and
visual acuity to operate a personal computer and other standard office equipment.

Employees may sit for several hours each day but will also need mobility and the ability to stand
and walk continuously for long periods of time. Employees may seldom lift, push, or pull up to
25-50 pounds.

Section VI: Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. The work area will encompass a
wide variety of settings including administrative duties in an office setting.

Section VII: Equal Opportunity Employer:

South Whitehall Township is an Equal Opportunity/Affirmative Action Employer. All qualified
applicants will receive consideration for employment without regard to race, color, religion, sex,
national origin, disability, age, protected veteran status, gender identity or sexual orientation.



