Borough of Avoca
950 Main St.
Avoca, Pa 18641
      Secretary@AvocaBorough.com
Avoca Borough is seeking and accepting applications from qualified and organized individuals to serve as its part-time Secretary/Treasurer. This position supports the effective administration of Borough government by coordinating municipal operations, maintaining official records, assisting Borough Council, and serving as a point of contact for residents, officials, and community partners. 
Key Responsibilities
· Attend Borough Council meetings and prepare agendas, meeting packets, minutes, and related correspondence.
· Coordinate administrative functions of the Borough.
· Assist Borough Council and staff with administrative duties and other special projects, as assigned. 
· Maintain calendars and coordinate meetings, appointments, facility use, and municipal events.
· Maintain official Borough records, ordinances, resolutions, and other municipal documents.
· Prepare, distribute, and publish public notices, meeting announcements, and other Borough communications.
· Respond to telephone calls, emails, correspondence, and inquiries from residents, businesses, vendors, and government agencies.
· Assist with budget preparation, financial records, invoices, payments, payroll coordination, employee benefits and claims, and other municipal bookkeeping duties.
· Coordinate with the Borough’s solicitor, auditor, tax collector, engineers, contractors, and other professional service providers.
Preferred Qualifications  
· Administrative, municipal, public-sector, or office management experience.
· Strong organizational, communication, recordkeeping, and time management skills.
· Professional efficiency with email, Microsoft Word, Excel, and QuickBooks.
· Ability to work independently, handle confidential information appropriately, and manage multiple priorities.
· Knowledge of municipal procedures and public-meeting requirements is preferred but not required.
Position Details
This is a part-time position.  The schedule, compensation, and benefits will be discussed with qualified candidates and established in accordance with Borough Policy.
How to Apply
If you are interested in applying for this position, please contact the Borough at (570) 457-4947 or secretary@avocaborough.com for more information.  Applicants will be asked to submit a brief cover letter, resume, and completed application.  Applications can be found at the Borough’s website: https://avocaborough.com/ or be obtained up at the Borough Municipal Bulding at 950 Main Street, Avoca, Pa. 18641.  The Borough Building is open from 7:30am to 3:30pm on Monday, Wednesday, and Friday.

Application deadline is Monday, November 23, 2026 at 3:30pm


The Borough of Avoca is an equal opportunity employer.

