 (
BOROUGH OF KUTZTOWN
POSITION DESCRIPTION
 – AMBASSADORSHIP TO THE MAYOR
)



POSITION TITLE:

Student Ambassador to the Mayor/Non-Employee Position.

TERM OF SERVICE:

One academic year beginning in the fall semester and ending at the completion of the spring semester.  The option of serving one additional term is available upon mutual agreement with   the Borough, the Student, and the University.  Participation during the summer is optional and is based on student availability.  
  
COLLABORATES WITH:  

The Mayor and the Borough Manager or the person designated by the Borough Manager.

PURPOSE OF THE POSITION:

To gain Municipal Government experience. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Please see attached.

TO DO THIS TYPE OF WORK, YOU MUST BE ABLE TO:  

1. Insure compliance of work rules, regulations, practices, policies and procedures.

2. Be able to communicate effectively with Council members, supervisors, staff and the public.

3. Operate basic office equipment, such as a personal computer, printer, telephone, fax machine, adding machine, typewriter and copier, etc.

4. Effectively develop and interpret documents


PHYSICAL DEMANDS:

The following demands are representative of the physical requirements that might be necessary to perform the various duties and responsibilities of this position.

1. Work is performed primarily in an office environment and on occasion outside of the office. 
2. The employee is often required to engage in physical activity and must be skilled in physical movement.    

3. Specific vision abilities required include close and distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

4. The employee must be able and willing to work irregular and/or extra hours, as required.

5. The employee must be able to communicate effectively in a clearly audible manner.

ENVIRONMENTAL CONDITIONS:

The work environment characteristics described here are representative of the conditions an employee encounters while performing the essential functions of this job.

1.	The noise level in this environment is usually quiet to moderately noisy.

2.	Employee is responsible to use all safety equipment properly as prescribed by the Borough and/or Authorities.

LANGUAGE SKILLS:

1. Must have excellent communications skills.

2. Must have thorough knowledge of English grammar, spelling and punctuation.

3. Must be able to conduct phone and face-to-face communications, meet with the public, and present information in a professional manner.

FUNDAMENTAL BASICS AND RELATIONSHIPS TO DATA, PEOPLE AND TECHNIQUES:

Data:  Must be able to follow instructions, policies and procedures; keep accurate time and records; and be accountable and responsible for own work.

People:  Must be able to work independently and with co-workers.

Techniques:  Good judgment required in selecting and using appropriate tools, objects, materials, in determining appropriate lifting techniques, and general work practices.

TOTAL EDUCATION, VOCATIONAL PREPARATION, AND/OR EXPERIENCE REQUIREMENTS:

1. Graduation from a high school or GED equivalent.

2. Current enrollment in a college or university who has completed one academic year and who has attained a minimum collegiate GPA of 3.0. 
3. Possess working knowledge of operating personal, mini, midrange and mainframe computer systems and other various office equipment.  Possess a thorough knowledge of word processing and spreadsheet software and various computer operating systems, including but not limited to Windows.

OTHER SPECIAL REQUIREMENTS:

1. The Municipal Building is a professional environment and office attire is required.

2. Must pass criminal background check.

3. Must agree to and uphold a confidentiality statement.

4. Kutztown Borough or on-campus residency preferred.
 


 (
BOROUGH OF KUTZTOWN
POSITION DESCRIPTION – AMBASSADORSHIP TO COUNCIL
)



POSITION TITLE:

Student Ambassador to Council/Non-Employee Position.

TERM OF SERVICE:

One academic year beginning in the fall semester and ending at the completion of the spring semester.  The option of serving one additional term is available upon mutual agreement with   the Borough, the Student, and the University.  Participation during the summer is optional and is based on student availability.  
  
COLLABORATES WITH:  

Council Members and the Borough Manager or the person designated by the Borough Manager.

PURPOSE OF THE POSITION:

To gain Municipal Government experience. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Please see attached.

TO DO THIS TYPE OF WORK, YOU MUST BE ABLE TO:  

5. Insure compliance of work rules, regulations, practices, policies and procedures.

6. Be able to communicate effectively with Council members, supervisors, staff and the public.

7. Operate basic office equipment, such as a personal computer, printer, telephone, fax machine, adding machine, typewriter and copier, etc.

8. Effectively develop and interpret documents


PHYSICAL DEMANDS:

The following demands are representative of the physical requirements that might be necessary to perform the various duties and responsibilities of this position.

6. Work is performed primarily in an office environment and on occasion outside of the office. 
7. The employee is often required to engage in physical activity and must be skilled in physical movement.    

8. Specific vision abilities required include close and distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

9. The employee must be able and willing to work irregular and/or extra hours, as required.

10. The employee must be able to communicate effectively in a clearly audible manner.

ENVIRONMENTAL CONDITIONS:

The work environment characteristics described here are representative of the conditions an employee encounters while performing the essential functions of this job.

1.	The noise level in this environment is usually quiet to moderately noisy.

2.	Employee is responsible to use all safety equipment properly as prescribed by the Borough and/or Authorities.

LANGUAGE SKILLS:

4. Must have excellent communications skills.

5. Must have thorough knowledge of English grammar, spelling and punctuation.

6. Must be able to conduct phone and face-to-face communications, meet with the public, and present information in a professional manner.

FUNDAMENTAL BASICS AND RELATIONSHIPS TO DATA, PEOPLE AND TECHNIQUES:

Data:  Must be able to follow instructions, policies and procedures; keep accurate time and records; and be accountable and responsible for own work.

People:  Must be able to work independently and with co-workers.

Techniques:  Good judgment required in selecting and using appropriate tools, objects, materials, in determining appropriate lifting techniques, and general work practices.

TOTAL EDUCATION, VOCATIONAL PREPARATION, AND/OR EXPERIENCE REQUIREMENTS:

4. Graduation from a high school or GED equivalent.

5. Current enrollment in a college or university who has completed one academic year and who has attained a minimum collegiate GPA of 3.0. 

6. Possess working knowledge of operating personal, mini, midrange and mainframe computer systems and other various office equipment.  Possess a thorough knowledge of word processing and spreadsheet software and various computer operating systems, including but not limited to Windows.

OTHER SPECIAL REQUIREMENTS:

5. The Municipal Building is a professional environment and office attire is required.

6. Must pass criminal background check.

7. Must agree to and uphold a confidentiality statement.

8. Kutztown Borough or on-campus residency preferred.
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