City of Earlham

Job Description – Utility Billing Clerk

Job Summary: Provide assistance to the City Clerk in the principal activities associated with daily business with City Officials and citizens; Ensure that City Clerk’s Office continues to operate efficiently and effectively in the absence of the City Clerk.

Utility Duties
· Remove all items from drop box daily (payments, Community Building keys, correspondence, etc)

· Prepare monthly utility billing and mail according to City Ordinance

· Refer re-reads to Public Works department in a timely manner

· Process utility payments for computer entry, prepare daily bank deposits 

· File and maintain utility records, including meter reading books and billing stubs

· Read water meters
· Prepare documents for new customers and collect water and sewer deposits

· Prepare, maintain, and mail public utility notices and surveys as prescribed by law

· Assist City Clerk with information for utility reports and budgeting

· Handle pay agreements, small claims, and liens for delinquent utility bills according to law

· Manage Animal Licensing Registration Program

· Complete Utility Reports as required 

Customer Service Representative Duties

· Handle citizen’s request for copies, payments, complaints, questions, etc 

· Open and distribute mail

· Handle word processing, filing and maintenance of pertinent records  

· Schedule Community Building Reservations and ensure timely and complete documentation
· Receive customer inquiries and complaints in person or by telephone

· Fill in for City Clerk when absent from the office as well as taking minutes when City Clerk is absent from a Council meeting.

· Routine office task such as answering phones (primary) and operating FAX  and copy machine 

· Dispatch trouble calls and other duties requested by customers to police and public works
· Maintain Petty Cash, replenish as needed

Payroll Duties

· Assist City Clerk with processing payroll and prepare all reports associated with payroll (i.e. IPERS, W-2’s, etc). 
· Assist City Clerk with information needed for budgeting and annual publication of wages
Pool Manager Duties
· Obtain Certified Pool Operator license
· Hire and coordinate pool staff
· Pre-season and post season pool maintenance
· Oversee maintenance of mechanical equipment, pool house and grounds
· Daily water testing
· Order pool concession supplies
· Coordinate public swim lessons and water aerobics class
Discretionary Tasks

· Light cleaning as needed

· Assist City Clerk with special gatherings 

· Assist City Clerk with Council Meeting room preparation

· Utility Clerk will take minutes of council meetings, sign warrants/checks and other legal documents only in the physical absence of the City Clerk.

· Other duties as assigned
Chain of Command

Under the general direction of the City Clerk, then Mayor, only then to Council Member.  Council Member only has authority to bring problem to attention of the entire Council at next meeting absent emergency circumstances.  

Working Conditions & Qualifications

Occasional climbing, stooping, reaching, and handling activities.  Outside work under unstable weather conditions. Requires the ability to converse, using verbal and listening skills, with customers, vendors, staff and Council.  Requires clarity; of vision 20” or less, and 20’ or more, as well as eye/hand coordination, manual/finger dexterity and motor coordination.  Requires clerical, forms, numerical, and verbal perception.  Minimal physical strength requirements involving the moving, lifting, pushing, carrying and pulling of objects weighting up to 25 pounds.  Outside duties include meter reading and seasonal pool maintenance.
Must have a High School General Education Diploma or equivalent.  Some knowledge and/or training in an office environment required.  No city government experience required but is preferred.  Must be able to type, operate a calculator and know how to use a computer.  Must have good organizational skills, be a self-starter and ability to interact with patrons and city officials in a professional manner.  Must be bondable and comfortable handling cash and checks and have above average accuracy in financial and verbal record keeping.  A basic knowledge of Windows software is required.  

Disclaimer

All duties and requirements in this job description have been determined by the employer to be essential job functions and are consistent with ADA requirements and are representative of the functions that are necessary to successful job performance.  They may not however, reflect the only duties performed.  Employees in this job class will be expected to perform other job-related duties when it can be reasonably implied that such duties do not fundamentally change the basic requirements, purpose or intent of the position.

Utility Clerk will act only in the physical absence of the City Clerk with specific instruction from the City Clerk, Mayor or City Attorney.  Physical absence shall mean:  out of town at a meeting or on vacation, hospitalized or deceased.  Cross training is emphasized. 
     City Hall (  P.O. Box 518 (  140 S Chestnut Ave (  Earlham, IA 50072 (  Phone 515-758-2281








1

