
Summer Intern Position 

Elk County Assessment Office 

In the Assessment office, we identify and assess all properties in Elk County using fair 
and equitable standards. Property files reflect the most current owners of record, their 
mailing addresses and updated information on their property record cards. 

There are two positions available for the 2017 summer. 

For this summer position, student(s) will be responsible for the following duties: 

• Answering the phone and taking messages. 

• Updating the files, property cards, etc. 

• Daily typing and computer entry. 

• Excellent written and verbal skills; working with the public daily. 

• Perform all other duties as assigned by authorized personnel. 
















