
 

 

Borough Secretary Position Vacancy Announcement 
Borough of Wyomissing 

Berks County, Pennsylvania 
 

The Borough of Wyomissing is seeking applicants for the position of full-time Borough Secretary. Wyomissing is a full-
service municipality with over 60 full-time employees and a $19 million total annual budget. This is a non-exempt 
position reporting directly to the Borough Manager, which functions as the Borough Manager’s executive secretary 
and, under the general direction and supervision of the Borough Manager, is responsible for performing a wide 
variety of experienced/senior level administrative and clerical work. Once trained on Borough-specific policies and 
operations, the position functions with a minimum of direct supervision in the performance of day-to-day activities 
and requires a high-energy individual who is self-motivated, has a high sense of urgency, and is able to meet 
deadlines and prioritize/manage his/her time effectively.  

This position has primary responsibility for preparing and maintaining all official Borough records and insuring 
Borough compliance to the regulations pertaining to public advertisement of Borough meetings, solicitation of bids, 
and other official business of a critical nature, including functioning as the Open Records Officer and Borough HIPPA 
Privacy Officer and assisting with administration of Borough employee benefits plans. Additionally, the Borough 
Secretary fills in when needed to cover other clerical/administrative positions at Borough Hall and routinely provides 
information and customer service to a diverse group of Borough residents, business owners, vendors and others in 
the community. The ability to demonstrate the utmost of courtesy and professionalism in all interactions, even when 
handling potentially difficult, tense or sensitive situations is a key requirement. The position also requires the ability 
to maintain the highest standards of confidentiality of information (both internally and externally), excellent 
organizational skills and attention to detail, superior interpersonal communication skills (both oral and written), the 
ability to identify and solve problems using appropriate judgement and decision-making skills, and the flexibility to 
quickly identify and adjust to changing priorities in a fast-paced work environment.  

The Borough offers an excellent work environment, highly competitive compensation and an excellent employee 
benefits package including: paid time off, low-cost comprehensive medical/prescription coverage for employees and 
their dependents, a Borough funded HRA account, a very generous Borough contribution to a qualified defined 
contribution retirement savings plan, and optional employee participation/contribution, via payroll deduction, to a 
tax deferred 457 retirement savings plan.   

In addition to the skills, abilities and experience included above and as outlined in the job description, potential 
candidates MUST also meet the following requirements in order to be considered as an applicant for the position:  

 A High School diploma or GED and a minimum of five (5) years of directly relevant experience, including 
having provided administrative support to top level management across a range of functions, and at a similar 
level of responsibility. A minimum of one (1) year of similar level administrative experience in a municipal 
government is strongly preferred.  Experience must include frequent interactions in dealing with 
customers/general public, including the handling of difficult/sensitive situations dealing with customers who 
may be upset. Although not necessarily a requirement for consideration, an Associate’s Degree in a related 
field (Bus Admin, Public Admin, HR or similar) and current Notary Public licensure are also preferred.  
 

 The demonstrated ability to meet deadlines, flexibility in responding to varying assignments and priorities, to 
work effectively as a team member including offering assistance to others whenever possible, as well as the 
ability to work in an effective and positive manner with others from a variety of diverse backgrounds and 
differing viewpoints, both inside and outside the organization, are all key requirements for this position.  
 
 



 

 

 High intermediate to expert level proficiency with Microsoft Office applications including Word, Excel, 
PowerPoint, etc., including the ability to determine the best method/format for presenting specific 
information and to design, create and maintain routine and ad-hoc reports, presentations and other 
documents in an effective and professional manner.  
 

 Must be able to type 55wpm with accuracy, using proper/appropriate formatting for the particular 
document, and adhering to commonly accepted rules of English grammar for business communications and 
be able to accurately record and transcribe meeting minutes for a variety of official/public meetings and 
committees in accordance with best practice and regulatory requirements.  

 

 Valid PA Driver’s license and the ability to work some evening hours on an occasional basis.  
 

 Candidates may be required to obtain licensure as a Notary Public within 6 months of hire.  
 

If you would like to be considered for this excellent opportunity, please review the Job Description and Hiring 
Process Guidelines and Requirements and then submit ALL of the following information:  

1) A letter of interest (including most recent salary and salary expectations) ** Must also include a statement in 
your letter of interest requesting Veteran’s preference if applicable to you and enclose DD214.  

2) Current Resume  
3) Signed Selection Process Document (which is required to demonstrate that you have read and acknowledge 

receipt of the selection process the Borough will utilize to fill this position) 
4) Candidate Pre-Screening Questions  

 
Please send all required documents to:  Borough Manager, Borough of Wyomissing, 22 Reading Boulevard, 

Wyomissing PA, 19610 or via e-mail at jobs@wyomissingboro.org. Deadline to apply is: February 22, 2019.  

The Borough is committed to Equal Employment Opportunity (EEO) in all selection, hiring and employment decisions 
and, as such, the Borough does not engage in, nor tolerate, any form of employment-related discrimination on the 
basis of race, color, national origin, religion, gender, age, veteran status, political affiliation, sexual orientation, 
marital status or disability (in compliance with the Americans with to Disabilities Act) or any other factors as may be 
prohibited by local, state or federal laws or regulations. EOE M/F/D/V   

Due to the anticipated number of candidates, the Borough Manager and other Borough personnel will not be able to 
respond individually to calls or emails inquiring about the status of your interest and we respectfully ask that 
candidates refrain from leaving phone messages or emailing about your candidacy. Unfortunately, due to time and 
staff constraints and Borough operational requirements, it will not be possible to return phone mail or email 
messages of this nature. The Borough sincerely appreciates your understanding of this request and please be assured 
that the Borough sincerely appreciates your interest in this position and values the time you have taken to prepare 
and send the requested documents/information to be considered for the position. If you are selected for further 
consideration, you will be contacted by the Borough Manager or his designee on or before March 10th, 2019.  
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