
 

       
 
 
 
 
Hopewell Township, Cumberland County 
 
Role: Assistant Township Secretary/Treasurer 
 
Hours: 16 hours a week, with opportunity for full-time in the future. Flexible schedule. 
 
Role Description: Responsible for the maintenance of Township records, seeing that Township 
business is properly transacted, and seeing that the problems and questions of citizens are 
attended to or brought to the Supervisors' attention. Reports to Board of Supervisors. 
 
Hopewell Township is seeking an organized, motivated, self-starting individual to serve as 
Assistant Township Secretary/Treasurer. The position is part-time with a minimum of 16 hours a 
week with potential for full-time in the future.  
 
The position is administrative in nature. The candidate should possess strong accounting, 
analytical, and communication skills. The employee is largely responsible for the maintenance 
and preservation of Township records, will at times prepare the minutes of the meetings for 
approval by the Board of Supervisors, provide administrative support to the Township 
Secretary/Treasurer, receiving and distributing official correspondence, advertising, and filing 
legal notices.  
 
The ideal candidate will have an understanding of local government and office administration or a 
desire to learn. The candidate should possess experience working with QuickBooks and Microsoft 
Office products to include Word, Excel, and Outlook.  
 
The successful candidate must submit to a background check and be able to secure a bond with a 
surety company for an amount of no less than $100,000. This position requires attendance of 
Board of Supervisors meetings which are scheduled in the evening outside of normal working 
hours (once a month).  
 
Salary or wage is commensurate with education, skills, and relevant experience. Interested 
candidates should send a cover letter and resume to admin@hopewelltownshipcc.com. 
 
 
 
 
 
 
 
 

HOPEWELL TOWNSHIP, CUMBERLAND COUNTY 
415 Three Square Hollow Road, Newburg, PA  17240-9333 

 
 
Board of Supervisors 2023 
Tyler R. Gamble, Chairman    Jamie Kensinger. Secretary/Treasurer   
David M. Elliott, Roadmaster    Hubert Gilroy, Solicitor 
    
 



Title: Assistant Township Secretary/Treasurer 
 
Hours: 16 hours per week, with opportunity for full-time in the future 
 
Salary Range: Salary Commensurate with Experience and Qualifications  
 
Summary: This position involves complex accounting and secretarial work in addition to routine 
administrative work performed for the Board of Supervisors. The employee is responsible for 
providing administrative support for ongoing programs and projects for the Board of 
Commissioners. The employee must maintain confidential, accurate, complete, and easily 
accessible records. Reports to Board of Supervisors. 
 
ESSENTIAL JOB FUNCTIONS AND DUTIES  
 
Comprehension and utilization of document and spreadsheet software in completing 
assignments, including, but not limited to QuickBooks, Microsoft Word, Excel and Outlook.  
 
Transcribe, compose, and maintain Board of Supervisors meeting minutes.  
 
Track receipts, invoices, and deposits through QuickBooks in addition to paying monthly bills.  
 
Ability to utilize and understand relatively complex principles and techniques; to make 
independent judgment in the absence of management 
 
Maintain the Board of Supervisors resolutions and ordinances books.  
 
Coordinate daily activities and ensure the Township office operates effectively and in accordance 
with Township practices and procedures.  
 
Coordinate and prepare advertising of public notices, bids, employment ads, ordinances, and any 
other items that require advertisement.  
 
Prepare various reports required by local and state agencies.  
 
Track receipt of documents from successful bidders such as bonds, proof of insurance, and 
executed contracts.  
 
Distribute and collect governmental paperwork. 
 
Coordinate, set-up, and advertise yearly meeting schedules for Township Boards of Supervisors. 
 
Provide administrative support to Township Secretary/Treasurer in the implementation of 
ongoing programs and projects.  
 
Provide administrative support to Township Supervisors.  
 
Oversee records/filing system, formulate procedures for systematic retention, protection, 
retrieval, transfer, and disposal of records.  
 



Track terms of office and expiration dates for members of the Township’s various boards and 
Commissions.  
 
Answer incoming telephone calls, greet the public, scan, and fax documents to residents or 
vendors.  
 
Any other tasks or duties deemed necessary or appropriate by the Township Secretary/Treasurer 
and/or Board of Supervisors 
 
MINIMUM EDUCATION, TRAINING AND/OR EXPERIENCE  
High School Diploma and approximately five (2) years of similar administrative experience, or 
equivalent combination of education and experience. Willingness to learn township policies and 
practices. Experience utilizing QuickBooks, Microsoft Word, and Excel. 
 
REQUIRED KNOWLEDGE, ABILITIES AND SKILLS  
Exercise independent judgment and initiative and carry out any and all functions with or without 
direct supervision or instruction.  
 
Work effectively under time constraints in order to meet deadlines and manage a number of 
different tasks concurrently.  
 
Work with accuracy and attention to details, meticulous attention to grammar, spelling and 
punctuation, excellent proof-reading skills.  
 
Ability to conduct administrative investigations and write detailed administrative findings to the 
Township Manager Maintain privacy of confidential records, correspondence and /or files.  
 
Attend nightly meetings and transcribe meeting minutes for the Board of Supervisors. 
 
Knowledge of QuickBooks, Microsoft Word, and Excel. Excellent organization skills Communicate 
effectively verbally and in writing; establish and maintain effective working relationships with 
employees, other departments, and the public.  
 
Regular and predictable attendance is required. Must work cooperatively with others  
 

PHONE:  717.423.6582            FAX:  717.423.6019              E-MAIL:  admin@hopewelltownshipcc.com 


