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Title:


Utility Billing Clerk
Department:

13  Office
Salary Range:

$31,200 -41,600
DEFINITION:

Preparation of all utility billing activities, including distribution, adjusting bills, reviewing utility billing activity reports and computer runs to correct billing errors;  maintain customer accounts, deposits, cut off lists, extensions, contracts and letters of credit; maintain direct contact with the public on a daily basis and perform in-person and telephone support to utility customers; cash handling and/or collection for utility bills.
SUPERVISION RECEIVED AND EXERCISED:

Receives general supervision from the City Secretary. 

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

· Receive and respond to public inquiries on the telephone and in-person.
· Conducts and monitors data transfer between the computer and vision software (AMI) computer meter reading system.
· Maintains meter route status and makes changes as necessary on meter routs; generates meter reading reports for service activity

· Coordinates with meter readers on changes in routes, service problems, utility turn on and turn off of service.

· Develops and maintains procedures for utility bills, delinquent billing reminders and service cuts.

· Develops new utility accounts; maintains and audits current accounts

· Processes water, garbage and utility rates and route information

· Reviews general ledger summary reports to ensure proper postings.

· Works with customers and customer service staff to resolve any billing errors and problems.

· Performs data processing related duties including encoding data, data entry and retrieval, and routine computer terminal operations

· Typing and filing and other general office work
· Coordinate payment arrangements with customers

· Monitors and prepares all payments for draft accounts

· Monitors all accounts on Average Monthly Payment Billing plan

Additional duties:

· Assists with Clerk/Cashier’s duties  
· Perform other duties as assigned
QUALIFICATIONS:

Knowledge of:

· Operational characteristics of a cash register, copier, calculator and other office equipment
· Modern office practices and equipment 

· Business English, spelling, grammar and correct composition

· Considerable knowledge of utility billing processes and procedures to ensure correct billing and accurate reporting relative to utility account activity.
· Computer program applications
Ability to:

· Develop and maintain effective working relationships with other employees, elected officials and the general public
· Type at a speed necessary for adequate job performance

· Communicate both orally and in writing
· Frequently calculate mathematics problems

· Handle and accurately count cash

· Prepare and maintain a variety of statistical and budgetary records and reports
· Organize and prioritize work assignments with minimal supervision.

· Perform detailed transactions rapidly, accurately, and review the work of others concerning all utility billing activity for quality control of information, records and reports

· Prepare accurate and detailed reports using the computer utility billing system software and meet work deadlines

EXPERIENCE AND TRAINING GUIDELINES:

Two years or more work experience in collections or general office work with a concentration on utilities and customer service.  Any equivalent combination of education and experience that demonstrates the ability to perform the work may substitute.  
PHYSICAL DEMANDS:

The physical demands here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Frequent sitting
· Required to lift and carry objects weighing up to 25 pounds with both hands and arms

· Continuous hand and finger movement

· Visual acuity at 20 inches or less and hearing acuity for speech discrimination

WORK ENVIRONMENT:

Characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Work environment is climate controlled 

· Noise level is usually moderately quiet.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job.
This job description is not an employment agreement, contract agreement, or contract.  Management has exclusive right to alter this job description at any time without notice.
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