
Internal Transfer Opportunity 

JOB TITLE 

CLASS CODE PREPARED BY  PWD HR 

DATE LISTED CLOSING DATE  Until filled by transfer or appointment 

JOB 
LOCATION 

Number of 
Positions 

DIVISION/ UNIT REPORTS TO 

POSITION DETAILS 

UNIT OVERVIEW 

POSITION 
OVERVIEW 

DUTIES AND 
RESPONSIBLITIES 

DIRECT REPORTS 
Y/N 

PWD employees interested in internal transfer opportunities must have permanent status in the title advertised above. If you are interested 
in being considered for this internal transfer opportunity please email your resume to ,                                                                                               
and Oneather Kent-Fulton, HR Manager Oneather.kent-fulton@phila.gov   


	JOB TITLE: Clerk 3
	CLASS CODE: 1A04
	DATE LISTED: 03/06/2023
	JOB LOCATION: Southwest WPCP
	DIVISION UNIT: Operations
	UNIT OVERVIEW: Southwest WPCP located at 8200 Enterprise Avenue provides treated waste water from various parts of Philadelphia, and surrounding suburbs. The plant has a full time staff of approximately 105 persons from various backgrounds that support the plant's mission of providing an uninterrupted and high quality treated water for the residents of the City.
	POSITION OVERVIEW: The candidate selected for this position will perform complex clerical work, as well as provide various supporting services to department managers, supervisors, and technical specialists. This is an independent position requiring lead designation in a large clerical operation; not limited to specialty departmental clerical functions. Prior experience with payroll in OnePhilly and/ or procurement preparation, ADPICS, and PHL Contracts is strongly preferred.
	DUTIES AND RESPONSIBLITIES: 


Procurement Duties:

- Processing invoices for payment through Sharepoint Portal
- Creating purchase orders for supervisors and group leaders
- Processing Add-On requests, confirming orders and contract extensions in PHLContracts

Payroll Duties:

- Daily processing of employees time cards in OnePhilly
- Keeping track of Employees Attendance Records
- Composing memos relating to Payroll (Warnings, Lateness etc..)

	DIRECT REPORTS YN: 

N
	Number of Positions: 1
	Reports to: Administrative Services Supervisor
	Manager Name and Email: mohammad.ibrahim@phila.gov


