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CITY CLERK

Job descriptions are intended to present a descriptive list of the range of duties performed by employees in the job and are not intended to reflect all duties performed within the job.


FLSA STATUS

Part-time with potential to become Full-time
Non-Exempt


DEFINITION

Performs office work in assisting customers with utility services provided by the City; investigates and resolves customer complaints; provides customers with verbal and written information and instructions; maintains computerized account information for residential and commercial utility accounts; and performs related work as required.


SUPERVISION RECEIVED AND EXERCISED

Receives immediate supervision from City Administrator.

Exercises no supervision.


ESSENTIAL FUNCTION STATEMENTS – Essential duties may include, but are not limited to, the following:

1. Performs clerical duties and answering the telephone.

2. Communicates effectively and courteously with the public and other employees in person, in writing and on the telephone; coordinates support services of the utility services division.

3. Greets customers at the Utility Services window; responds to customer inquiries or complaints and provides information to the general public.

4. Receives and processes payments for all utility services including water, sewer and garbage.

5. Receives and processes applications for utility services and maintains appropriate related files.

6. Opens vault at the start of every day; places utility money drawer in work station; closes vault at the end of every day; ensures utility money drawer and court money drawer are placed back in the vault; closes vault at the end of every day.

7. Receives and processes night drop utility payments and other miscellaneous payments received from other departments.

8. Performs accounts receivable functions; balances daily receipts; prepares cash deposit and sends all checks to the bank.

9. Prepares work orders for the Meter Readers; receives and sends work orders to other departments for routine customer complaints.

10. Ensures City Hall front door is locked and all lobby lights are turned off at the end of every day.

11. Boxes all utility services records and gives to City Secretary for year-end storage.

12. Performs other duties and responsibilities as required.


QUALIFICATIONS

Knowledge of:
Modern principles and practices of accounts receivable.
Modern office procedures, methods and equipment.
Principles and practices of data entry.
Pertinent Federal, State and Local laws, codes and regulations.
English usage, spelling, grammar and punctuation.
Principles and practices of mathematics.
Customer service and conflict resolution techniques.
Computer applications as they relate to assigned areas.

Skills:
Able to operate assigned office equipment.
Presents good interpersonal and communication skills.
Self-motivated, and capable of functioning effectively in an independent situation.
Able to cope with stressful situations.
Inclined to accuracy, efficiency and courtesy toward the public and other City employees.

Ability to:
Learn, interpret, apply and explain pertinent policies, rules and regulations.
Use initiative over a broad range of situations and alternatives.
Compose correspondence and memoranda independently.
Communicate clearly and concisely, both orally and in writing.
Understand and follow oral and written instructions.
Maintain accurate and well-organized records and files.
Maintain the confidentiality of sensitive data. 
Adhere to multiple deadlines and handle multiple projects.
Prepare clear and concise reports with accuracy.
Make accurate mathematical calculations.
Accurately tabulate and balance assigned transactions.
Handle public inquiries with tact and courtesy.
Respond to issues, concerns and needs.
Type with speed and accuracy.
Read and write at the level required for successful job performance.
Use basic office equipment (typewriter, 10 key calculator, copy machine, telephone system).
Accept training and supervision in a willing and pleasant manner. 
Establish and maintain effective relationships with those contacted in the course of work.
Perform limited variety of regular assignments without instructions according to established procedures.
Maintain physical condition appropriate to the performance of assigned duties and responsibilities which may include the following:
· Walking, standing or sitting for extended periods of time
· Operating assigned equipment.
Maintain effective audio-visual discrimination and perception needed for:
· Making observations
· Communicating with others
· Reading and writing
· Operating assigned equipment and vehicles.


EXPERIENCE AND TRAINING GUIDELINES - Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
No prior experience is required.

Training:
Equivalent to a high school diploma or G.E.D. required.  

WORKING CONDITIONS

[bookmark: OLE_LINK2]Environmental Conditions:
[bookmark: OLE_LINK7][bookmark: OLE_LINK8]The employee works in office conditions (office environment; exposure to computer screens) and the noise level is usually quiet. Occasional driving is required to attend meetings at various City facilities, meeting sites, and public and private events.  The employee has frequent public contact on the phone and in person.

Physical Conditions:
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]The employee must be able to meet the physical requirements of the job and have mobility, vision, hearing and dexterity levels appropriate to perform the required duties.  The employee is regularly required to sit, stand, walk, bend, twist, kneel, reach, push, pull, drag, and/or lift items, listen in person and over the telephone, communicate orally and use hands and fingers to handle, feel or operate standard office equipment.  The employee is regularly required to sit for prolonged periods of time. The employee occasionally lifts and carries items weighing up to 35 pounds.
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