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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	BOROUGH ADMINISTRATOR

	
	
	DEPARTMENT/DIVISION

Administration 
	SUPERVISOR 

Mayor and Council
	CLASSIFICATION 

Full-time, Non-Union, Administrative


DEFINITION: 

The Borough Administrator shall be the chief administrative officer of the Borough.  However, the Borough Administrator shall serve under the direction of the Mayor and Council, but may receive instructions from the Mayor; or Council President, when the Mayor is unavailable, between regularly scheduled meetings or when the Council cannot be convened.  Members of the Borough Council, assigned to the coordination, liaison and special responsibility for areas of borough government shall exercise such functions through and in conjunction with the Administrator’s supervision of those areas. 

EQUIPMENT/JOB LOCATION: 

Work area is in Borough Hall.  Uses personal computers and general office equipment such as photocopiers, fax machine, typewriter, and calculator.

ESSENTIAL FUNCTIONS OF THE JOB: 

· Duties.  The Borough Administrator, for the purpose of carrying out the responsibilities of the position, shall develop, promulgate and implement with the approval of Mayor and Borough Council, sound administrative and personnel practices and procedures for all departments, offices, boards, commissions, authorities, employees, agencies and any other entity of the borough (except for police members that are personally subject to the provisions of the P.B.A. contract) and shall to that end:

· Attend all executive and public meetings of the Borough Council and any other meetings when so requested by the Mayor and Council.  Provide a Monthly Summary report to Mayor and Borough Council summarizing all departmental activities/concerns and their accomplishments and concerns.

· Be responsible for the operation of all departments and offices within the borough; and all department heads and offices of the borough shall report to him/her; shall receive complaints against all departments, boards and commissions, except the Court.  Shall investigate or dispose of such complaints and, if deemed necessary, consult with the Mayor and/or Council for direction.  A written record shall be kept of such complaints.

· Study, recommend, implement and enforce personnel organization and policy of the borough and its departments. Shall serve as personnel officer and maintain sound personnel practices and appropriate records of all employees.  Will be responsible for the process of communicating changes in personnel policies and specifying annual performance objectives for borough employees.  He/She shall have the authority to hire and terminate all borough employees, with the advice and consent of Mayor and Council.

· Be responsible for assuring that the Borough and each of its Departments and all of its employees are in compliance with all applicable state and federal employment and work place laws such as EEO, FLSA, ADA, ADEA, FMLA, OSHA, etc.  In addition, the Administrator will appear for and be the responsible borough representative in all statutory employment law related situations such as unemployment compensation hearings, work place safety inspections, EEO audits and/or hearings, and he/she will respond to related inquiries.  This responsibility includes all communications and training needed (as considered in a legal determination of compliance).

· Study, recommend, implement and enforce administrative procedures and policies of the borough and its departments. Assign responsibility for department action and coordinate interdepartmental operations as authorized by the Mayor and Borough Council.  Shall be authorized to require prompt receipt of copies from the Borough Clerk of any general and official correspondence addressed to the borough, clerk or the Mayor and Borough Council.

· Conduct as may be appropriate, a continuous study of all activities and operations of the borough government and recommend changes for the purpose of increasing efficiency and effectiveness; prescribe such office procedures as they shall deem necessary for the conduct of administrative procedures and revoke, suspend or amend any such office procedures.

· Require the various departments to affect an adequate inventory of all equipment, materials and supplies in stock and to recommend sale of any surplus, obsolete or unused equipment when authorized to do so by the Mayor and Borough Council.

· Provide liaison between the Mayor and Borough Council and the various municipal departments, offices, boards, commissions, authorities, employees, agencies and other municipal entities and their professional advisors.

· Study, recommend, implement and enforce procedures and policies of the borough and departments for receipts, dissemination, and collation of and responses to communications and information and shall be further responsible for continually improving communications between all departments’ personnel, Mayor, Borough Council, and the residents of High Bridge.

· Study, recommend, implement and enforce procedures and policies of the borough and departments for the coordination, compiling, editing and prompt dissemination and release of public information, including the borough newsletter, upon the recommendation and authorization of the Mayor and Borough Council.

· See that all terms and conditions imposed in favor of the borough or its inhabitants in any statute, ordinance, approval or contract are faithfully kept and performed and upon knowledge of any violation, call the same to the attention of the appropriate borough officer.

· Study, recommend, implement and enforce the financial procedures and policy of the borough and its departments. Be responsible for the preparation of the annual capital and operating budgets and submit them to the Mayor and Borough Council for approval and specifically make recommendations as to salaries to be paid to Borough employees, after consultation with department heads and review of performance appraisals.  Shall be responsible to see that each department; office, board or other agency adheres to the budget approved by the Mayor and Council.

· Continually review and supervise the borough’s insurance program.  He/She shall be the Boroughs representative to the Joint Insurance Fund (JIF).

· Act as the Borough contracting agent, conferring with the Borough attorney and engineer regarding the preparations of bidding documents for contracts requiring public sealed bidding and submitting recommendations to the Mayor and Borough Council with respect to the award of the contracts following the receipt of bids.

· Maintain liaison with the officials of the Borough School District and also the Voorhees Regional High School Board of Education as well as any private or charter school within the Borough.

· Make studies and surveys of such municipal problems of the Borough as shall be assigned from time to time by the Mayor and Borough Council, and prepare and submit written reports and the findings and determinations to the Mayor and Borough Council for its consideration and action.  Shall be responsible for seeing that any complaints concerning the functions and obligations of the Borough made by any of its residents, citizens or taxpayers are promptly attended to and a written record kept of such complaints when made, and when and what action has been taken in response thereto.

· Shall serve as Borough Purchasing Agent and shall supervise and direct all activities of purchasing.  Shall be in charge of all purchasing for or on behalf of the borough or any departments or agencies therein (excluding school districts) and shall receive requisitions from said departments and agencies, establish classifications and standards for the purchase of supplies and materials for the use of all municipal buildings, departments and agencies.  Shall, subject to directions of the Mayor and Borough Council, make purchases, execute contracts and perform such functions and duties as may be required and necessary for the proper operation of the department.  The Borough Administrator shall review and approve all payment vouchers prior to payment being made thereon.  The Borough Administrator may spend or commit to a maximum dollar amount of $1500.00 for the purchases of goods or services within the budget without securing authorization from Mayor or Borough Council.

· Make such inspections and review as may be necessary to insure full compliance by all persons and corporations having contractual obligations to perform services for or sell goods to the Borough.

· Inform the Mayor and Borough Council of Federal aid projects, State aid projects and any other aid programs for which the Borough may qualify, and on all matters assigned to their them or otherwise within their jurisdiction.  Securing federal and state grants on an annual basis is considered a minimal job performance requirement.

· Devote their entire effort to the performance of their duties and functions and shall not engage in any other occupation or employment while employed by the borough except that they may perform the duties of any other position in government with the approval of the Mayor and Borough Council.
ADDITIONAL FUNCTIONS OF THE JOB: 

Restrictions of authority, No political activity, Conflicts of interest

· Nothing in these sections shall derogate from, authorize the Borough Administrator to exercise the powers and duties of the elected and appointed officials or employees, as provided by law.

· At no time will the Borough Administrator engage in any organized political campaigns within the Borough of High Bridge, or publicly offer any opinion with regard to a candidate in the Borough.  

· The Borough Administrator shall not have any interest, direct or indirect in any contract, subcontract or job for work, materials or services or the profit thereof to be furnished to or performed for the borough.  The Borough Administrator shall comply with the local governments ethics law NJSA 40A: 9-22.1, et. seq.
REQUIRED KNOWLEDGE AND SKILLS: 

The Borough Administrator shall be appointed on the basis of executive and administrative abilities and qualifications with special regard to education, training and experience in governmental affairs.

MINIMUM QUALIFICATIONS: 

Bachelor’s degree required, Masters degree in Public Administration preferred.  Five years related experience preferred.  Individual should have knowledge of municipal operations, labor negotiations, grant proposal writing, contract administration, budget and personnel management.  

ALTERNATIVE QUALIFICATIONS: 

Residency requirement.  The Borough Administrator must be a resident of the State of New Jersey.  It is deemed desirable that the Borough Administrator is a resident of Hunterdon County and High Bridge, but such residency is not a requirement of holding the office.

CONDITIONS OF EMPLOYMENT: 

Must have a valid Class "D" New Jersey Driver's License, or equivalent.  Appointed by the Mayor with the advice and consent of Council.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	MUNICIPAL CLERK

	
	
	DEPARTMENT/DIVISION 

Administration 
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Full-time, Non-Union Service, Administration


DEFINITION: 

Under supervision, serves as secretary to the Municipal Corporation and secretary to the governing body.

EQUIPMENT/JOB LOCATION: 

Work location in Borough Hall.   Uses personal computers and general office equipment such as photocopiers, fax machine, transcriber, typewriter, and calculator.


ESSENTIAL FUNCTIONS OF THE JOB: 

· Secretary to the municipal corporation and custodian of the municipal seal and of all minutes, books, deeds, bonds, contracts and archival records of the municipal corporation.  The governing body may provide by ordinance for other officers to have custody of specific classes of records.  Secretary to the governing body, prepare meeting agenda at the discretion of the mayor, be present at all meetings of the governing body, keep a journal of the proceedings of every meeting, retain the original copies of all ordinances and resolutions and record the minutes of every meeting.  

· Serve as chief administrative officer in all elections in the municipality, subject to the requirements of Title 19.

· Shall certify to the county board a suggested list of places as polling places.

· Shall make and certify a statement designating the public offices to be filled and the number of persons for each office.

· Shall oversee voting machines and keys, and ballots to the district boards.

· Shall keep office open until all voting results are returned.

· Shall give notice to the county clerk and the chairmen of the county committee of each party of any vacancy.

· Serve as chief registrar of voters in the municipality, subject to requirements of Title 19. 

· Serve as the administrative officer responsible for accepting applications for licenses and permits, and issuing licenses and permits, except where statute or ordinance delegates that function to another.

· Serve as coordinator and records manager responsible for implementing local archives and records retention programs as required by Title 47.

· Perform other duties currently or in the future mandated by statute, regulation or local ordinance.

· Unless otherwise provided:

· Serve as Secretary to the Board of Health

· Serve as the administrative officer for Planning and Zoning Boards.

· Serve as Registrar of Vital Statistics, if population is less than 5,000; may serve if population exceeds 5,000. 

ADDITIONAL FUNCTIONS OF THE JOB: 

· May serve as Municipal Search Officer, Condo-Conversion administrative officer or as Animal control Officer. 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Management ability

· Self directed and able to work independently

· Computer skills
REQUIRED KNOWLEDGE AND SKILLS: 

The Municipal Clerk shall be appointed on the basis of executive and administrative abilities and qualifications with special regard to education, training and experience in governmental affairs and administrative office skills.

MINIMUM QUALIFICATIONS: 

Bachelor’s degree required, Masters degree in Public or Business Administration preferred.  Three years related experience preferred. Certification as a Registered Municipal Clerk (RMC) required for initial appointment as a Municipal Clerk.  

ALTERNATIVE QUALIFICATIONS: 

Residency requirement.  The Municipal Clerk must be a resident of the State of New Jersey.  It is deemed desirable that the Municipal Clerk is a resident of Hunterdon County and High Bridge, but such residency is not a requirement of holding the office.

CONDITIONS OF EMPLOYMENT: 

Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.  A term of employment is three years.  Tenure is available after certified and continuous service of five years from the date of initial appointment.  
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	DEPUTY CLERK

	
	
	DEPARTMENT/DIVISION 

Administration
	SUPERVISOR 

Municipal Clerk
	CLASSIFICATION 

Full-Time, Non-Union, Administrative Support



DEFINITION:

Under the direct supervision of the Municipal Clerk, performs essential clerical, typist, word processing, and secretarial work.

EQUIPMENT/JOB LOCATION:

Work area is in Borough Hall. Equipment used includes, but is not limited to, personal computer, printer, Dictaphone, binder, FAX and copy machines.

ESSENTIAL FUNCTIONS OF THE JOB: 

Assists Municipal Clerk in all duties assigned thereto.

Principal duties of the Municipal Clerk that have been assigned permanently to the Deputy Clerk are as follows:

· Payroll Reports – bi-weekly, monthly, & quarterly

· Employee Health Benefits Program.  Processes all claims. Provides new employees with forms for health, pension, dental, and payroll forms

· Administers State Pension System.

· Processes all liability insurance claims.

· Administers Workers Compensation Program.

· First to respond to the telephone. Directs to CCO, Zoning, Building, etc.

· Processes all dog licenses. Sets up for rabies clinic

· Serves as Deputy Registrar – provides for evening hour appointments Prepares Marriage Licenses for issuance.

· Responsible for Right To Know Program (hazardous substances).

· Responsible for maintaining filing system under direction of Municipal Clerk

· Copies and distributes prepared Minutes, Agendas, correspondence, etc.

· Processes annual Food Handler Permits.

· Processes annual Amusement Games Permits.

· Responsible for application for Recycling Grants.

· Responsible for processing Bingo and Raffle Applications and subsequent reports.

· Administers annual Ethics Law requirements.

· Assists with annual report to COAH.

· Delivers outgoing mail to post office/mailbox and purchases stamps

· Accepts and process Parking Permit applications

· Unlocks Firehouse for Election machine delivery and pick-up

Notary Public services

Assists Tax/Utility Collector by receiving tax and utility payments when he/she is unavailable.

Provides information for final reading of utilities upon closing/transfer.

Effective and respectful communication and interactions with other employees, supervisors, individuals from other organizations, and citizen customers.


ADDITIONAL FUNCTIONS OF THE JOB: 

· Performs functions of the Municipal Clerk in her absence.

· Supervises temporary help/interns working on special projects.

· Performs other related functions as assigned or apparent.


REQUIRED KNOWLEDGE AND ABILITIES:

· Knowledge of general office procedures, policies and methods.

· Knowledge of and the ability to operate office machines.

· Knowledge of the Department’s functions.

· General knowledge of the Municipal Clerk’s functions.

· Ability to supervise the work of others.

· Ability to interpret and apply policies, regulations, and procedures.

· Ability to analyze and resolve work problems.

· Ability to meet reasonable typing speed standards.

· Ability to operate word processing equipment.


MINIMUM QUALIFICATIONS:

Must possess a high school diploma or GED. Two years university, community college, business or vocational schooling preferred. Two years experience involving accounting and clerical work.

CONDITIONS OF EMPLOYMENT:

Must comply with organizational and departmental policies. Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	TAX ASSESSOR

	
	
	DEPARTMENT/DIVISION 

Administration 
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Full-time, Non-Union Service, Administration


DEFINITION: 

Under supervision, responsible to value and assess property at taxable value presented by law for the purposes of general taxation.

EQUIPMENT/JOB LOCATION: 

Work area is in Borough Hall. Uses personal computers and general office equipment such as photocopiers, fax machine, transcriber, typewriter, and calculator.

ESSENTIAL FUNCTIONS OF THE JOB: 

· Responsible for assessment and valuation of taxable property.  

· Conduct a site inspection of 20% of all properties in any given year, which provides an on-site inspection of all properties in any five-year period.

· By November 1st obtains statements regarding status of tax-exempt property.

· Receives and approves applications for veterans deductions.

· Receives and approves applications for senior citizens deductions.

· Ascertains names of owners of each parcel of real property and determines full and fair value of same.

· Files complete assessment list with the County Board of Taxation.

· Lists exempt property separately.

· Maintains Tax Map

· Files with assessment list a statement of estimated total amount of approved tax deductions.

· Advertises availability for public inspection the assessment list 10 days before filing.

· Prepares added assessment list for that portion of the year from October 1st through December 31st.  Delivers to the County Board of Taxation by the following October.

· Assesses omitted property.  On October 1st files with County Board omitted tax list.  Sends notice to property owners of omitted assessment upon receipt of certified omitted list from the County Board of Taxation.

· Works with Borough Attorney to defend and appeals that may be filed by a property owner with the County Tax Board, appearing before said Board to represent the Borough.

· Assesses property for the purpose of general taxation. 

ADDITIONAL FUNCTIONS OF THE JOB: 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Self directed and able to work independently
· Computer skills
REQUIRED KNOWLEDGE AND SKILLS: 

The Tax Assessor shall be appointed on the basis of abilities and qualifications with special regard to education, training and experience in general tax law and operation.

MINIMUM QUALIFICATIONS: 

Bachelor’s degree required, three years related experience preferred. Certification by the State of New Jersey, Divisions of Taxation as Certified Tax Assessor (CTA).  

ALTERNATIVE QUALIFICATIONS: 

Residency requirement.  The Tax Assessor must be a resident of the State of New Jersey.  It is deemed desirable that the Tax Assessor is a resident of Hunterdon County, but such residency is not a requirement of holding the office.

CONDITIONS OF EMPLOYMENT: 

Must have a valid Class "D" New Jersey Driver's License.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.  Term of employment is four years.   Tenure shall be granted upon reappointment and having performed the duties of not less than four consecutive years, having held the position during good behavior and efficiency.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	CHIEF FINANCIAL OFFICER AND TAX COLLECTOR

	
	
	DEPARTMENT/DIVISION 

Administration 
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Full-time, Non-Union Service, Administration


DEFINITION: 

Under supervision, responsible for the proper financial administration of the Borough, and to collect taxes upon real and personal property.

EQUIPMENT/JOB LOCATION: 

Work area is located in Borough Hall. Uses personal computers and general office equipment such as photocopiers, fax machine, transcriber, typewriter, and calculator.

ESSENTIAL FUNCTIONS OF THE JOB: 

As Chief Financial Officer;

· Be responsible for the proper financial administration of the municipality under the “Local Government Supervision Act (1947); “ the “Local Bond Law;” the “Local Budget Law;” the Local Fiscal Affairs Law;” the “Local Public Contracts Law;” and such other statutes, and rules and regulations promulgated by the Director of the Division of Local Government Services, the Local Finance Board, or any other State agency, as may pertain to the financial administration of the Borough.

· Provide modernized practices of fiscal administration following accepted practices and rules of the Division of Local Government Services.

· File Annual Financial Statement.

· Prepare and swear to Supplemental Debt Statement.

· Make and file an Annual Debt Statement in coordination with the auditor.

· May be authorized to sell and award bonds.

· Record and report to the governing body the receipt of securities received.

· Provide monthly report to Administrator.

As Tax Collector;

· Collect taxes upon real and personal property.

· By March 31, furnish the Director of the Division of Taxation with a list of delinquents and costs payable for the year immediately preceding.

· Cooperate in the administration of the Homestead Rebate Act.

· Credit rebate to delinquency.

· Prepare and deliver tax bills for added and omitted assessments as soon as added assessment duplicate is received.

· Collect and account for added and omitted assessment taxes, which are due November 1.

· Prepare and deliver tax bills upon receipt of tax duplicate, complete within 47 days prior to when the third installment falls due.

· Advise of eligibility for federal flood insurance.

· Enter payments in tax duplicate or payment record card and proper cashbook.

· Enforce payment of all taxes on personal property.

· By March 1, file with Governing Body the statement of amount of receipts for preceding year.

· By May 1, file with the Governing Body a list of delinquent taxes believed not collectible.

· Deposit monies in designated depositories.

· Make a list of all lands subject to tax sale with amounts in arrears.  Give public notice of the time and place of sale with descriptions and amounts due.

· Mail notice to property owners.

· Accept payment of amount due plus interest and costs anytime before sale.

· Enforce Tenant Property Tax Rebate Act

· Notify property owner of the amount of tax reduction.

· Tax Search officer

· Redemption of liens

· By June 5; certify (senior citizens, veterans and property tax deductions

· Prepare Foreclosure List

· Receive certification back from property owner where no rent leveling board exists.
ADDITIONAL FUNCTIONS OF THE JOB: 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Management ability

· Self directed and able to work independently
· Computer skills
REQUIRED KNOWLEDGE AND SKILLS: 

The Chief Financial Officer/Tax Collector shall be appointed by ordinance on the basis of abilities and qualifications with special regard to education, training and experience in the operation of municipal and general tax law.

MINIMUM QUALIFICATIONS: 

Bachelor’s degree required, three years related experience preferred. Certification by the State of New Jersey, for Chief Financial Officer, renewable every two years by showing proof of 30 hours of continuing education.  Certification as a Certified Tax Collector (CTC) by the New Jersey Department of Community Affairs, renewable every two years by showing proof of 15 hours of continuing education.  

ALTERNATIVE QUALIFICATIONS: 

Residency requirement.  The Chief Financial Officer/Tax Collector must be a resident of the State of New Jersey.  It is deemed desirable that the Chief Financial Officer/Tax Collector is a resident of Hunterdon County, but such residency is not a requirement of holding the office.

CONDITIONS OF EMPLOYMENT: 

Must have a valid Class "D" New Jersey Driver's License.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.  The term for Chief Financial Officer is four years commencing January 1st in the year appointed.  Tenure is certified after five years of continuous service.  The term for a tax collector is four years.  Tenure is granted after reappointment and having served for not less than four consecutive years.
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	CITY OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	FINANCIAL ASSISTANT

	
	
	DEPARTMENT/DIVISION 

Administration
	SUPERVISOR 

Chief Financial Officer/Tax Collector
	CLASSIFICATION 

Full-time, Non-Union, Administrative Support



DEFINITION:

Under the direct supervision of the Chief Financial Officer/Tax Collector, performs varied high level clerical support activities and functions for the Chief Financial Officer/Tax Collectors Office.

EQUIPMENT/JOB LOCATION:

Work area is in Borough Hall. Uses personal computers and general office equipment such as photocopiers, fax machine, transcriber, typewriter, and calculator.

ESSENTIAL FUNCTIONS OF THE JOB: 

Coordinates all clerical support functions of the Chief Financial Officer/Tax Collectors office.

· Receive all requisitions from departments, prepares and distributes Purchase Orders/Vouchers

· Enters all encumbrances into computerized program

· Matches incoming Vouchers with outstanding Purchase orders and verifies accuracy.

· Obtains required signatures on Vouchers of Department Supervisors and Finance Chair.

· Prepares monthly Bill list for Council.

· Processes all payments of bills after approval by Council.

· Responds to vendor’s inquiries regarding bills.

· Maintains “come up” file for regularly scheduled bills.

· Reviews monthly statements from regular vendors.

· Monitors expenditures to insure appropriate funding prior to purchases.

· Distributes various computer generated reports on a monthly basis.

Duties of Utilities Collector

· Responsible for quarterly billing cycle.

· Collection of outstanding balances of all accounts

· Maintains daily Cashbook of all receipts

· Reviews and implements adjustments to accounts deemed necessary.

· Responds to customer inquiries.

· Maintains a history of all accounts

· Processes name and address changes for accounts

· Prepares closing statements for property sales

· Maintains water meter books.

· Reviews water meter books prior to billing and enters estimated readings where needed.

· Processes changes of water meters (repair/replacement).

· Maintains monthly record of gallons billed for water verses adjustments.

· Prepares and issues notices of termination of service for delinquent accounts.

· Arranges payment plan for delinquent accounts and follow-up on same.

· Prepares annual Tax Sale List of all accounts having balances open from the prior year.

· Tabulates Sewer Treatment Charge on an annual basis by adding all gallons of water billed during the months of February, March and April of each year and applying same to established formula.

· Assists in monitoring rates to be charged customers based on receipts.

· Ability to establish and maintain effective relationships with superiors, employees, and the public.


MINIMUM QUALIFICATIONS:

Must possess a high school diploma or GED, and two (2) years post secondary education at a university, community college, business, or vocational school, and at least two (2) years experience involving accounting and administrative clerical experience. Must be proficient in Word, Excel, PowerPoint, and have database and desktop publishing skills and experience.

CONDITIONS OF EMPLOYMENT:

Must comply with organizational and departmental policies. Must meet proficiency requirements for Financial Assistant position.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.

	[image: image7.wmf]HB


	Revision Date: Dec. 2001

	
	
	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	ZONING OFFICER 

	
	
	DEPARTMENT/DIVISION 

Construction Code
	SUPERVISOR 

Administrator
	CLASSIFICATION 

Part-time, Non-Union, Technical


DEFINITION: 

Under the direction of the Borough Administrator, plans, coordinates, and participates in the activities of the Borough zoning programs, including but not limited to; building, housing maintenance, and environmental inspections. 

EQUIPMENT/JOB LOCATION: 

Office is located in home. Must possess valid drivers license and own means of transportation. Operates a computer and works at remote locations as necessary. 

ESSENTIAL FUNCTIONS OF THE JOB: 

· Directs information and consultation activities relative to planning and zoning activities. 

· Reviews legislative proposals provided by Borough Administrator or Mayor 

· Updates job skills and education to keep abreast of planning issues and tools. 

· Administers the functions of zoning, annexations, subdivisions, variances, coordination of the development and redevelopment review process, and similar land use requests for the Borough. 

· Advises Borough officials, both elected and appointed; presents findings and serves as council staff liaison to Borough Planning Board and other community and citizen advisory groups. 

· Assists in preparing amendments to the Boroughs zoning ordinance, subdivision regulations, and Borough land use plan. 

· Conducts site inspections to ensure compliance with approved plans and permits; communicates effectively with documentation to clients, co-workers and Mayor and Council. 

· Directs and coordinates the administration, enforcement, and interpretation of the Borough zoning ordinance; responds to land use complaints; presents findings of fact regarding zoning ordinance violations to the Borough Attorney. 

· Conducts research and offers advice during Borough variance hearings; participates in public administrative hearings for variances. 

ADDITIONAL EXAMPLES OF WORK PERFORMED: 

Ability to use a personal computer to assist in analysis and keep records.   Assists the Borough in legislative issues affecting planning and development issues. 

REQUIRED KNOWLEDGE AND ABILITIES: 

· Knowledge of general laws and regulations concerning urban renewal, affordable housing, planning and zoning. 

· Knowledge of the principles and objectives of residential planning. 

· Knowledge of Federal, State, and local regulations governing planning. 

· May assist with or use Geographical Information Systems (GIS). 

· Ability to communicate effectively both orally and in writing. 

· Ability to establish and maintain effective relationships with officials, employees, and the general public. 

· Knowledge of, and ability to utilize, a wide variety of computer software types, i.e., word processing, spreadsheets.

· Ability to physically inspect and negotiate all types of construction sites. 

MINIMUM QUALIFICATIONS: 

State certification as a zoning officer or a licensed professional planner in NJ preferred.  College degree or equivalent training in urban studies, planning, or related field, and two years of experience in professional planning and zoning administration. 

CONDITIONS OF EMPLOYMENT: 

Possession of a valid New Jersey “Class D” driver’s license.  Ability to inspect construction sites.  Ability to communicate both orally and in writing.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	CONTINUEING OCCUPANCY OFFICIAL (COO) 

	
	
	DEPARTMENT/DIVISION 

Construction Code
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Part-time, Non-Union, Technical


DEFINITION: 

Under general direction of the Borough Administrator, inspects buildings and building construction for conformity to laws and regulations during change of use of occupancy or rental. 

EQUIPMENT/JOB LOCATION: 

May work out of home office. 

ESSENTIAL FUNCTIONS OF THE JOB: 

All types and phases of building inspections, including footing, framing, structural and occupancy; plumbing and rental housing inspections when necessary; coordinates with other departments to insure compliance with all building codes and regulations; performs inspections of existing buildings for hazardous conditions, structural failures, or improper use.  Informs the public both orally and in writing regarding building regulations.   Must communicate by monthly report to Borough Administrator.

ADDITIONAL EXAMPLES OF WORK PERFORMED: 

Uses a personal computer to assist in issuing permits, monitoring inspections, and maintaining inspections and permit records. Uses transit, level, and tape measure. Performs related work as required. 

REQUIRED KNOWLEDGE AND ABILITIES: 

Knowledge of building construction methods and materials; knowledge of uniform building codes and local laws regulating building construction; ability to read and interpret building plans and specifications; ability to prepare reports and keep records; ability to establish effective working relationships with contractors and building owners. 

MINIMUM QUALIFICATIONS: 

Four years of responsible experience in the building trade. Possession of a State of New Jersey "Class D" valid drivers license. State of New Jersey Building Code Certification within one year of date of employment or equivalent.

CONDITIONS OF EMPLOYMENT: 

Must be able to physically inspect all types of housing and apartment rental and sales and communicate conclusions, orally and in writing, following the inspections, to the building owner.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	LIBRARIAN 

	
	
	DEPARTMENT/DIVISION 

Administration
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Part-time, Non-Union, Technical


DEFINITION: 

The High Bridge Public Library is the responsibility of the Borough of High Bridge, exercised through its Library Committee. Under general direction of the Borough Administrator, the Librarian serves as an advisor to the Committee and is responsible to it for management of the Library, its staff, its collection and its services. 

EQUIPMENT/JOB LOCATION: 

The Library is located in Borough Hall 

ESSENTIAL FUNCTIONS OF THE JOB: 

· Planning and recommending policies and procedures for conducting the Library's programs, especially with regard to personnel, materials, and services.

· Recruiting, training and supervising staff, including volunteers; a Volunteers Coordinator, if available, may assist in carrying out this responsibility.

· Developing and administering programs to meet community and school needs.

· Maintaining and upgrading established and standard library procedures.

· Attending, participating in, and reporting at all meetings of the Library Committee, and at meetings of the Borough Council, if requested. The Librarian, however, is not a voting member of either group.

· Preparing the Annual Library Report for the Library committee, and preparing such other non-financial reports as may be required by the State and Federal governments.

· Selecting books, periodicals, and audiovisual selections for addition to the Library's collection, and arranging purchase of these items and of Library supplies.

· Preparing newly acquired materials for addition to the collection and adding them to the Library catalog.

· Maintain electronic library operation through the use of the library computer and Internet connection.

· Administering the Library's participation in the Interlibrary Loan Program.

· Ongoing monitoring of the Library's collection and periodically removing items from the collection based on commonly accepted criteria in the library field and any criteria specified by the Library Committee.

· Advise the Library Committee and/or the Borough Administrator regarding needed building repairs and/or improvements.

· Assisting the Library Committee in fund raising for the Library.

· Preparing an annual operating and capital budget for the Library and proposing it to the Library Committee for the Mayor and Council.

· Representing the Library in relevant professional organizations and in the community.

· Continuing education in job-related skills.
ADDITIONAL EXAMPLES OF WORK PERFORMED: 

Uses a personal computer to assist in library searches.

REQUIRED KNOWLEDGE AND ABILITIES: 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Management ability

· Self directed and able to work independently

· Imagination; creative skills in arranging bulletin boards, displays, etc.

· Computer skills
MINIMUM QUALIFICATIONS: 

College degree and/or training and experience in library services or equivalent

CONDITIONS OF EMPLOYMENT: 

Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council.
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	CONSTRUCTION OFFICIAL

	
	
	DEPARTMENT/DIVISION 

Construction Code
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Part-time, Non-Union, Technical


DEFINITION: 

Under general direction of the Borough Administrator, inspects buildings and building construction for conformity to laws and regulations concerning building, electrical, plumbing and fire protection.

EQUIPMENT/JOB LOCATION: 

May work out of Borough Hall or home office 

ESSENTIAL FUNCTIONS OF THE JOB: 

· Reviews all applications for completeness as to form and for verification of prior approvals.  He may request additional documentation concerning prior approvals whenever it is deemed necessary.

· Upon receipt of the completed application, the construction official shall determine the proper fee for the work required.

· Collects al fees and penalties and ensures that funds are properly accounted for.

· Ensures that the proper subcode officials shall have an adequate time period to review appropriate applications, plans and specifications.

· Ensures that all requests for variation are properly prepared, documented and referred to the appropriate subcode officials.

· Issues the construction permit upon receiving the approval of all appropriate subcode officials.

· Records all notices of violation upon receiving notification of the appropriate subcode official, and determines all penalties for non-compliance with the penalty notices.
· Ensures that all required inspections are scheduled and performed within three business days of the time for which inspection has been requested.
· Ensures that the reports of all inspectors are completed and properly filed.
· Records stop work orders, upon notification of the appropriate subcode official.
· Ensures that all final inspections have been completed prior to the issuance of a certificate of occupancy.
· Ensures that all inspections required for the purpose, have been completed prior to the issuance of temporary certificate of occupancy.
· Issues the certificate of occupancy, upon receiving the approval of all appropriate subcode officials.
· Issues the temporary certificate of occupancy, upon receiving the approval of all appropriate subcode officials.

· Ensures, in the case of a change of use, or upon a request for a certificate of continued occupancy, that each subcode official gives an approval based on an inspection and the review of all submitted data before issuing a certificate of continued occupancy.

· Prepares and obtains reports required in the regulations.

· Attends meetings and hearings as required by the regulations.

· Carries out such other functions as are necessary and appropriate to the position of construction official.

· Coordinates the activities of the subcode officials in the enforcement of the energy radon hazard and mechanical subcodes.

· Reply within three business days to any request from the municipal search authority or officer for information concerning construction permits or certificates of occupancy.

ADDITIONAL EXAMPLES OF WORK PERFORMED: 

May act as a subcode official with appropriate State licenses.

REQUIRED KNOWLEDGE AND ABILITIES: 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Management ability

· Self directed and able to work independently

· Computer skills
MINIMUM QUALIFICATIONS: 

College degree and/or training and experience in construction or equivalent.  Possession of at least one of the four State licenses.  Successful completion of an approved construction official educational program as required by NJAC 5:23-5.20. 

CONDITIONS OF EMPLOYMENT: 

Must be licensed by New Jersey Department of Community Affairs.  Type of license required is dependent upon the class of the enforcing agency.  Must have a valid Class "D" New Jersey Driver's License.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council. A term of employment is four years.  Upon appointment to a second consecutive term or on or after the commencement of a fifth consecutive year of service is granted tenure for non-civil service.  Civil Service – upon permanent employment
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	SUBCODE OFFICIAL

	
	
	DEPARTMENT/DIVISION 

Construction Code
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Part-time, Non-Union, Technical


DEFINITION: 

Under direct supervision of the Construction Official, inspects buildings and building construction for conformity to laws and regulations.  The subcode official has the review of all building, electrical, plumbing and fire protection subcodes.

EQUIPMENT/JOB LOCATION: 

May work out of Borough Hall or home office. 

ESSENTIAL FUNCTIONS OF THE JOB: 

· Review those aspects of the application, plans, and specifications appropriate to his subcode for approval and release to the construction official for issuance of the permit.

· Receive and review directly from the applicant applications involving only one trade or subcode and minor or emergency work for approval and release to the construction officials for issuance of the permit.
· Collect fees for permit applications involving only trade or subcode and minor or emergency work and forward it to the construction official for proper accounting.
· Comply with the time limitations for review as determined by the construction official.
· Review requests for variations as necessary.
· Perform all required inspections within three business days of the time for which inspection has been requested.
· Issue in the name of the enforcing agency notices of violations and notify the construction official of it.  The subcode official may issue verbal orders at the jobsite and shall record such orders in his inspection report.
· Complete reports of all inspections performed.
· Issue stop work orders in the name of the enforcing agency and notify the construction official of the same.
· Perform final inspection and notify the construction official of approval in order that the construction official may issue a certificate of occupancy.
· Make inspections, review submitted data, and notify construction official of approval in the case of a change of use, or a request for a certificate of continued occupancy.
· Assist the construction official in the preparation of all reports required in the regulations.
· Attend meetings and hearings as required by the regulations.
· Issue documentation and certification, such as cut-in cards to utilities and/or public agencies if required by the regulations.
· Carry out such other functions as are necessary and appropriate to the position of subcode official.
ADDITIONAL EXAMPLES OF WORK PERFORMED: 

Fire subcode official:

· In the course of enforcing the regulations, the fire protection subcode official shall cooperate, to the greatest extent possible, with the local fire service, which is the local fire department or district having jurisdiction.

· The fire protection subcode official shall, upon request of the local fire service, allow a designated representative of the local fire service reasonable access to, and opportunity to review, plans submitted to the fire protection subcode official for his approval.

· The fire protection subcode official shall consult with the local fire service prior to granting any variations from the requirements of the fire protection subcode.  If the fire protection subcode official is not himself a member of the local fire service, he shall, upon receipt of an application for a variation, forward a copy thereof to the local fire service and shall not grant a variation until he has received the comments of the local fire service or until 10 business days have passed, whichever comes first.

· The participation of the local fire service in the code enforcement process shall in no way be construed as reducing the responsibility of the fire protection subcode official for the proper enforcement of the fire protection subcode.  Advice rendered by the local fire service shall in no way be binding upon the subcode official.
REQUIRED KNOWLEDGE AND ABILITIES: 

· Strong customer service orientation, coupled with good interpersonal skills; ability to relate well to persons of all ages

· Strong reading and writing skills

· Self directed and able to work independently

· Computer skills
MINIMUM QUALIFICATIONS: 

College degree and/or training and experience in construction or equivalent.  Possession of at least one of the four State licenses.  The New Jersey Department of Community Affairs issues license.

CONDITIONS OF EMPLOYMENT: 

Must have a valid Class "D" New Jersey Driver's License.  Type of license required is dependent upon the class of the enforcing agency.  Recommended by the Borough Administrator and appointed by the Mayor with the advice and consent of Council. A term of employment is four years.  Tenure is available upon appointment to a second consecutive term or after the commencement of a fifth consecutive year of service for non-civil service municipality.  Tenure is granted in a civil service municipality upon permanent status.

