
TOWNSHIP CLERK 

Kingston Township is currently seeking applicants for the position of Township Clerk. 

The Township Clerk is appointed by and serves under the direction of the Board of Supervisors, and 
reports to and works under the direct supervision of the Township Manager. 

A four-year college or university degree is desired, preferably in the field of public administration, 
community planning or business administration including experience in private or public 
administration and/or public relations. Designation as Certified Municipal Clerk through the 
International Institute of Municipal Clerks or designation as Certified Government Secretary through 
the Pennsylvania Local Government Secretaries Association will be accepted as an alternative to a 
degree. The Board of Supervisors will also consider any equivalent combination of acceptable training 
and experience, which provides the knowledge, skills and abilities sought. 

Starting salary is $55,000.00 per year and is combined with a competitive benefits package including 
paid time off, health/dental coverage and a 401K plan. 

A position description and complete application packet is available for download at 
htt;ps://k.ingstontownship.com under the "Career Opportunities" link or application packets may be 
picked up in the Kingston Township Municipal Building Administrative Offices during the hours of 
8:30am-4:00pm Monday-Friday, excluding Holidays. 

Completed application packet including a resume' may be returned in person or via U.S. Mail to: 

Kingston Township 
ATTN: Township Manager 

180 East Center Street 
Shavertown, PA 18708 

Application deadline is Thursday, June 6, 2024 by 4:00pm 

Kingston Township is an EEO/ADA employer. 
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KINGSTON TOWNSHIP

Employment Application 

Applicant Information 

Full Name: Date: 
Last First M.I.

Address: 
Street Address Apartment/Unit # 

City, State and Zip Code 

Phone:  Email 

Date Available:  Social Security No.: Desired Salary:$ 

Position Applied for:  

Special skills you possess applicable to this position: _____________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

Are you a citizen of the United States? 
YES NO 

If no, are you authorized to work in the U.S.?
YES NO 

Have you ever worked for this company? 
YES NO 

If yes, when? 

Have you ever been convicted of a felony? 
YES NO 

If yes, explain:  

Education 

High School: Address: 

From: To: Did you graduate? 
YES NO 

Diploma: 

College: Address: 

From: To: Did you graduate? 
YES NO 

Degree: 

Other: Address: 

From: To:  Did you graduate?
YES NO 

Degree: 
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References 

Please list three professional references. 

Full Name:  Relationship: 

Company:  Phone: 

Address: 

Full Name: Relationship: 

Company: Phone: 

Address: 

Full Name: Relationship: 

Company: Phone: 

Address: 

Previous Employment 

Company: Phone: 

Address: Supervisor: 

Job Title: Starting Salary:$ Ending Salary:$ 

Responsibilities: 

From: To: Reason for Leaving: 

May we contact your previous supervisor for a reference? 
YES NO 

Company: Phone: 

Address: Supervisor: 

Job Title: Starting Salary:$ Ending Salary:$ 

Responsibilities:  

From:  To: Reason for Leaving: 

May we contact your previous supervisor for a reference? 
YES NO 

Company: Phone: 

Address: Supervisor: 

Job Title: Starting Salary:$ Ending Salary:$ 

Responsibilities: 

From: To: Reason for Leaving: 
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May we contact your previous supervisor for a reference? 
YES 

 
NO 

  

Military Service 
    
 
  From: To: 
 

Rank at Discharge:  Type of Discharge: 
 

If other than honorable, explain:  

Disclaimer and Signature 

I certify that my answers are true and complete to the best of my knowledge.  

If this application leads to employment, I understand that false or misleading information in my application or 
interview may result in my release. 

Signature:  Date: 
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