Title:

City of Bordentown, Burlington County
Email:

btownch@cityofbordentown.com
Dept:

City of Bordentown Water Utility

Job Type:
Other Municipal Positions

Management Assistant/Licensed Operator – City of Bordentown Water Utility– Bordentown City, Burlington County is seeking a full-time Management Assistant/Licensed Operator NJ-W3 and NJ-T3 for the water utility. (NJ-W4 and T4 a plus)  Applicant shall be capable of adherence/compliance with safety requirements and expectations and assist management by;     1) gather, organize and summarize data or information for report preparation and submittal; 2) investigate problems and/or complaints and assist with developing resolution; 3) organize and maintain utility records and reports; 4) schedule and complete inspections with/for NJ Dept. of Environmental Protection; 5) assist with all other managerial duties as related to the full operation of the water utility; 6) demonstrate good interpersonal skills and ability to interact with and motivate personnel assigned to assist with system operations; 7) general computer/office skills (including knowledge of Microsoft Office) are a must for successful candidate.
Candidate shall possess basic mechanical and electrical trouble shooting skills.  A valid NJ driver’s license is required along with a CDL endorsement.  Candidate shall demonstrate a willingness and ability to serve on a 24-hour emergency on-call basis as a requirement of the position and attend monthly City of Bordentown governing body meetings to report upon the status of the water system.  Applicant must be able to pass a drug screen and criminal background check.

Salary will be commensurate with applicant’s experience and level of license obtained.  All interested applicants shall forward a letter of interest and resume to:  Grace I. Archer, RMC, City of Bordentown, 324 Farnsworth Avenue, Bordentown, NJ  08505-1709 by July 1, 2018.
The City of Bordentown is a Civil Service community and E/O/E.  Any person who needs an accommodation in accordance with the Americans with Disabilities Act during the interview process should contact City Hall at 609-298-0604 ext. 6.

