
 

 

NOTICE 
OPEN SECRETARY AND/OR TREASURER POSITION 

LANGHORNE MANOR BOROUGH 
 

Secretary Responsibilities: 
 
The Langhorne Manor Secretary is responsible for the duties and oversight as set forth 
in Section 1111 in the PA Borough Code. 
 
Permitting process – receive, review and process permit applications; coordinate with 
borough manager and/or inspector for approval or denial; communicate and process 
permit fees to/with applicant; submit monthly permit reports to board of assessment and 
inspector. 
 
Process rental/re-rental license, inspection and re-inspection notices to landlords; 
process fees in coordination with inspectors and bookkeeping service. 
 
Complete and file appropriate government reports; coordinate with treasurer/tax 
collector/bookkeeper as appropriate; maintain user identifiers and passwords for all 
reporting entities. 
 
Monitor daily mail/emails/phone calls and respond to inquiries. 
 
Coordinate monthly/bi-monthly council meetings; set up room prior to meeting; attend 
meetings and keep and distribute minutes; advertise any change in meeting schedule;  
 
Submit advertisements/notices as necessary. 
 
Receive/process zoning hearing board applications and coordinate with Borough 
Manager and inspector. 
 
Coordinate with Borough Manager for all contracted/bid work.  
 
Process weekly invoices and checks in conjunction with bookkeeper. 
 
Act as Open Records Officer; process Right-to-now requests in coordination with the 
Borough Solicitor; 
 
Keep up to date with Sunshine Act regulations pertaining to meetings, postings and 
advertisements; attend appropriate trainings and communicate findings to council. 
 
Report any building issues. 
 
Support the functions of council – copying, mailings, etc. 
 
Coordinate with borough webmaster to maintain and update website 
 

Treasurer Responsibilities: 



 

 

The Langhorne Manor Treasurer is responsible for the duties and oversight as set forth 

in Section 1106 in the PA SBorough Code in conjunction with The Langhorne Manor 

Borough Finance Committee and the Langhorne Manor Bookkeeping Service 

(Langhorne Tax and Assessment, LLC).  Prior to the commencement of treasurer 

position, he/she will give bond. 

Additional duties to include are as follows: 

1. Monitor invoices for borough operating costs (including monitoring receipts, cost 
controls and payment of invoices). 

2. Submit borough invoices and money due the Borough to bookkeeping service for 
auditing, processing and payment. 

3. Respond to Borough council members' inquiries regarding borough invoices. 
4. Investigate vendor discrepancies with the cooperation of the council. 
5. Submit financial information as provided by bookkeeping service and auditors to 

State and Federal reporting agencies. 
6. Submit financial information as provided by bookkeeping service for Right To 

Know Law requests in accordance with Borough’s solicitor’s direction. 
7. Limited countersigning of Borough checks. 

 
Duties as outlined below will be the responsibility for the bookkeeping service and 
monitored by the Treasurer: 
 

1. Deposit all money due the Borough promptly in a designated depository in the 
name of the borough. 

2. Process borough invoices for auditing and payment. 
3. Keep distinct and accurate accounts of all sums received from taxes and other 

sources, which accounts shall be open to the inspection of council and any 
citizen of this Commonwealth. 

4. Annually submit the accounts to the elected auditors for settlement. 
5. Preserve the account books, papers, documents and other financial records of 

the Borough. 
 


