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This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties,
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties
and responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes.
Reasonable accommodations will be made to enable qualified individuals with a disability to perform the essential functions.

UTILITY CLERK

JOB PURPOSE:
Performs intermediate technical and skilled work involving customer service, billing, collection and the preparation and/or
maintenance of fiscal or related records; does related work as required.  Work is performed under the regular supervision of the
Executive Assistant.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:
 Assisting customers to establish new service and accounts; preparing utility service billing and collecting utility accounts;

assisting customers with service requests and complaints; preparing and maintaining customer service, billing and collection
records and files.

 Serves as the telephone system administrator;
 Collects utility payments and fees;
 Receives customer inquiries, researches information;
 Handles utility account inquiries;
 Gathers, assembles, tabulates, checks and files financial data;
 Posts, checks, balances, updates and adjusts routine customer accounts data;
 Handles non-pay disconnects and adding of all fees;
 Opens mail, matches checks against stubs, balances and posts accounts;
 Accounts for checks and cash received daily and balances against receipts;
 Searches documents for posting errors;
 Provides back-up to Utility Billing Clerk position duties;
 Communicates with field crews on leaks, rereads, cut-on, cut-off and service requests;
 Provides general clerical support;
 Collates, sorts and compiles fiscal data in accordance with procedures;
 Operates typewriter, calculator, computer and other standard office equipment incident to maintaining records;
 Performs related tasks as required.

KNOWLEDGE, SKILLS AND ABILITIES:
General knowledge of billing terminology, methods, procedures and equipment; general knowledge of modern office procedures,
practices and equipment; general knowledge of utility service connection and termination procedures, billing, collecting and
adjustments; ability to understand and follow oral and written directions; ability to establish and follow detailed work procedures;
ability to post accounts and to perform mathematical computations with speed and accuracy; skill in the use of a variety of office
machines and some typing ability; ability to meet and deal courteously with the public; ability to establish and maintain effective
working relationships with associates and the general public.

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to graduation from high school supplemented by course work in
bookkeeping and some experience in general office work.

PHYSICAL REQUIREMENTS:
This is sedentary work requiring the exertion of 10 pounds of force occasionally, and a negligible amount of force constantly to move
objects; work requires stooping, reaching, walking, pulling, fingering, and repetitive motions; vocal communication is required for
expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word
levels; visual acuity is required for preparing and analyzing written or computer data, operation of machines and determining the
accuracy and thoroughness of work; the worker is subject to inside environmental conditions.

SPECIAL REQUIREMENTS:
None


