BOROUGH OF WOODBURY HEIGHTS
500 ELM AVENUE, WOODBURY HEIGHTS, NJ  08097

JOB POSTING
DATE POSTED:
March 25, 2021
POSITION:

DIVERSIFIED UTILITY AND PAYROLL CLERK/



DEPUTY TAX COLLECTOR




PERMANENT

SALARY 

Deputy Tax Collector $3,534.00 to $7,166.00 


Diversified Utility and Payroll Clerk $30,850.00 to $43,135.00
SHIFT ASSIGNMENTS:  
Regular Borough Business Hours  

Monday-Friday  8:30 a.m. to 4:30 p.m.
APPLICATION PROCEDURE:
SUBMIT RESUME TO CLERK/ADMINISTRATOR, BOROUGH OF WOODBURY HEIGHTS, 500 ELM AVENUE, WOODBURY HEIGHTS, NJ  08097.  EMAIL: janetpz@bwhnj.com or fax#:856-848-2381

JOB DESCRIPTION:  

(a)
Shall have principal responsibility for the keeping, administration and preparation of payrolls and all records thereof including records of all employee benefits and


disbursements to employees, officers and governmental entities;

(b)
shall have principal responsibility for the preparation, maintenance and administration of all water and sewer utility account;
(c) 
under direction of supervisor(s), accomplish purchasing of goods, materials and other vendor services and products and the creation, maintenance and administration of records relating thereto;
(d)
perform varied clerical tasks involved in the creation, establishment and maintenance of records, books of account and other tasks relating to the above


duties;

(e)
have frequent and regular contact with vendors, employees, municipal officials, supervisors and citizens relating to the aforesaid duties;

(f) 
prepares reports to supervisors, elected officials and municipal professional consultants as may be requested;

(g)
prepares reports and maintains records of cash receipts and disbursements;

(h)
at direction of supervisor(s), trains and instructs other employees to accomplish


all of the aforesaid duties.

JOB POSTING-March 24, 2021
DIVERSIFIED UTILITY AND PAYROLL CLERK/

DEPUTY TAX COLLECTOR

PERMANENT

(CONTINUED)

QUALIFICATIONS:  Qualifications for employment shall include, but not limited to:
(a)
knowledge of modern office methods, practices and equipment and the performance of routine, repetitive tasks involved in the keeping of financial and other records;

(b)
possess computer related skills in the preparation, keeping and administration of records, files and reports; 
(c)
ability to read, write, speak and communicate in English sufficiently to perform 


the duties of the position which may include such forms of communication as 


American Sign Language or Braille;

(d)
possession of a High School Diploma or equivalent, substitution of experience or other vocational type training may be utilized.    
The Deputy Tax Collector shall perform the functions and duties of such office as set forth in N.J.S.A.40A:9-144, et seq. during the absence or disability of the Tax Collector. The Deputy Tax Collector shall devote such time and hours of work as shall be established, from time to time, by the Borough Council of the Borough of Woodbury Heights

QUALIFICATIONS:  Qualifications for employment shall include, but not limited to:

(a)
knowledge of modern office methods, practices and equipment and the performance of routine, repetitive tasks involved in the keeping of financial and other records; Ability to perform mathematical calculations; 

(b)
possess computer related skills in the preparation, keeping and administration of records, files and reports; 

(c)
ability to read, write, speak and communicate in English sufficiently to perform 


the duties of the position which may include such forms of communication as 


American Sign Language or Braille;

(d)
possession of a High School Diploma or equivalent, substitution of experience or other vocational type training may be utilized.  Good oral and interpersonal communication skills.  Ability to work with the public.  
