

CITY OF COLUMBUS
POSITION DESCRIPTION


POSITION: UTILITY CLERK

DEPARTMENT: FINANCIAL ADMINISTRATIONS/UTILITIES DEPARTMENT

ACCOUNTABLE TO: CLERK/TREASURER

SUMMARY OF WORK: OPENS AND CLOSES CITY HALL; GREETS THE PUBLIC; ANSWERS ALL INCOMING PHONE CALLS; ASSISTS CUSTOMERS; SELLS LICENSES AND COLLECTS FEES. IS RESPONSIBLE FOR PREPARATION, COLLECTION, AND RECORDING OF MONTHLY UTILITY BILLINGS FOR WATER, SEWER, AND GARBAGE. 

JOB CHARACTERISTICS:

NATURE OF WORK: THIS POSITION PERFORMS BOOKKEEPING AND CLERICAL DUTIES REQUIRING ADHERENCE TO STANDARDS OF ACCURACY, DETAIL, TIMELINESS, AND FIDUCIARY TRUST.  MAINTAINS CONFIDENTIALITY OF SENSITIVE INFORMATION. POSITION MUST BE ABLE TO WORK WITH FREQUENT INTERRUPTIONS AND DEAL WITH IRATE CUSTOMERS.

PERSONAL CONTACTS: DAILY CONTACT WITH THE PUBLIC AND CITY EMPLOYEES.

SUPERVISION RECEIVED: WORKS UNDER GENERAL SUPERVISION OF THE CLERK/TREASURER; POSITION MAINLY WORKS INDEPENDENTLY.

ESSENTIAL FUNCTIONS: POSITION REQUIRES ABILITY TO COMMUNICATE ORALLY AND IN WRITING; CALCULATE CHARGES; DO BOOKKEEPING; PREPARE BILLINGS; PREPARE WORK ORDERS; RECORD AND SECURE DOCUMENTS; MAINTAIN RECORDS AND FILES; OPERATE A COMPUTER AND A VARIETY OF SOFTWARE PROGRAMS; OPERATE OTHER OFFICE MACHINES.

AREAS OF JOB ACCOUNTABILITY AND PERFORMANCE:

DEALS WITH THE PUBLIC IN A FRIENDLY AND COURTEOUS MANNER. ANSWER THE PHONE AND DEALS WITH INDIVIDUALS WHO COME INTO CITY HALL DURING BUSINESS HOURS.

RESPONSIBLE FOR MONTHLY UTILITY BILLING INCLUDING CALCULATING READINGS, CUSTOMER HISTORY, AND ACCOUNTING; PREPARES BILLINGS FOR WATER, SEWER, AND GARBAGE CHARGES; ENTERS READINGS AND PAYMENTS; PRINTS MONTHLY BILLS. CALCULATES RATE CHANGES FOR EACH UTILITY AND MAILS REQUIRED INFORMATION TO EACH CUSTOMER.

RECEIVES, RECORDS, AND DEPOSITS WATER, SEWER, AND GARBAGE ACCOUNTS RECEIVABLE.  PREPARES WORK ORDERS FOR WATER, SEWER, OR GARBAGE STARTS, STOPS, OR CHANGES.

PREPARES WORK ORDERS FOR CEMETERY OPENING AND CLOSINGS; RECORDS DEATH/BURIAL INFORMATION IN CEMETERY BOOK; SELLS CEMETERY PLOTS, RECORDS SEXTON FEES, AND FILLS OUT RECORDS DEEDS.

ISSUES STREET CUT PERMITS AND WATER WELL PERMITS, CALCULATES AND RECEIVES PAYMENT OF FEES, AIDS IN KEEPING OFFICIAL RECORRDS.
                                                                                                                                           
WRITE RECEIPTS FOR DOG LICENSES, ANIMAL ADOPTIONS, BULK WATER SALES, STREET CUT PERMITS, LEASE PAYMENTS, ETC. 

DURING SUMMER, VERIFIES POOL REVENUE DEPOSITS AND REPORTS DIFFERENCES TO THE HEAD LIFEGUARD. POST ALL ADVERTISMENTS FOR THE POOL, SET POOL CALENDER FOR THE SEASON WITH HELP FROM POOL MANAGERS, SET UP BINDERS FOR POOL MANAGERS AND SELL POOL PASSES.  

TAKES COURT PAYMENTS WHEN COURT CLERK IS NOT IN THE OFFICE. 

“CLEANS” VAULT USING A CURRENT RECORD RETENTION SCHEDULE.

BALANCES CASH DRAWER DAILY.

KEEPS UP TO DATE ON ALL REQUIRED PERMITS, APPLICATIONS FOR PERMITS, AND REQUESTS FOR PERMITS AND VARIANCES IN ORDER TO BE ABLE TO ANSWER QUESTIONS.

FILLS IN FOR THE CLERK/TREASURER’S ABSENCE. PROCESSING PAYROLL, ATTENDING COUNCIL MEETINGS, PREPARING MINUTES AND ALL OTHER COUNCIL MEETING DUTIES.

PERFORMS OTHER RELATED DUTIES AS REQUIRED.

JOB REQUIREMENTS:

KNOWLEDGE: THIS POSITION REQUIRES A KNOWLEDGE OF BOOKKEEPING; BASIC BARS  
ACCOUNTING; KNOWLEDGE OF RECORD RETENTION PRINCIPLES; MATHEMATICAL CALCULATIONS, BASIC FILING; BASIC COMPUTER OPERATION; AND USE OF MONTANA CODE ANNOTATED.

SKILLS: THIS POSITION REQUIRES SKILLS IN PREPARING AND HANDLING FINANCIAL TRANSACTION; SKILLS IN OPERATION OF A COMPUTER, CALCULATOR, AND OTHER OFFICE MACHINES.

ABILITIES: THIS POSITION REQUIRES THE ABILITY TO: PERFORM DETAILED CLERICAL AND BOOKKEEPING WORK; WORK WELL WITH MINIMAL SUPERVISION; WORK WELL WITH FREQUENT INTERRUPTIONS; DEAL WITH STRESSFUL SITUATIONS; MAINTAIN CONFIDENTIALITY, COMMUNICATE EFFECTIVELY ORALLY AND IN WRITING; FOLLOW VERBAL AND WRITTEN INSTUCTIONS; ESTABLISH EFFECTIVE WORKING RELATIONSHIPSS WITH FELLOW EMPLOYEES, SUPERVISORS, AND THE PUBLIC. 

EDUCATION AND EXPERIENCE:

THE ABOVE KNOWLEDGE, SKILLS AND ABILITIES ARE TYPICALLY ACQUIRED THROUGH A COMBINATION OF EDUCATION AND EXPERIENCE EQUIVALENT TO:
· --A HIGH SCHOOL DIPLOMA.
· --TWO YEARS EXPERIENCE IN AN OFFICE SETTING WITH BOOKKEEPING AND COMPUTER OPERATIONS REQUIRED. 
· --EXPERIENCE DEALING WITH THE PUBLIC HELPFUL.
· -- MUST BE BONDABLE.
· --MUST BE A NOTARY OR BECOME ONE IN THE FIRST 6 MONTHS OF EMPLOYMENT.

JOB PERFORMANCE STANDARDS:
 
EVALUATION OF THIS POSITION WILL BE BASED PRIMARILY UPON THE PERFORMANCE OF THE PRECEEDING REQUIREMENTS AND DUTIES. EXAMPLES OF JOB PERFORMANCE CRITERIA INCLUDE, BUT ARE NOT LIMITED TO THE FOLLOWING:

--PERFORMS ASSIGNED DUTIES.
-- ACCURATELY RECEIVES AND RECEIPTS ALL MONEYS THAT COME TO THE CITY.
--KEEPS AN ACCURATE RECORD OF FINANCIAL TRANSACTIONS AND ACCOUNTS FOR THE CITY.
--ACCURATELY DOES CALCULATIONS, BILLINGS, COLLECTION AND RECORD KEEPING FOR PUBLIC WORKS SERVICES.
--ACCURATELY PREPARES WORK ORDERS FOR WATER, SEWER, OR GARBAGE STARTS, STOPS OR CHANGES. 
-- CAPABLY PERFORMS ANY DUTY OF THE CLERK/TREASURER AS NEEDED.
--CAPABLY PERFORMS DUTIES OF ASSISTANT COURT CLERK.
-- MAINTAINS CONFIDENTILITY OF SENSITIVE INFORMATION. 
--PREPARES AND SUBMITS ACCURATE AND TIMELY REPORTS.
--DEALS TACTFULLY AND COURTEOUSLY WITH THE PUBLIC.
--OBSERVES WORK HOURS.
--DEMONSTRATES PUNCTUALITY.
-- ESTABLISHES AND MAINTAINS EFFECTIVE WORKING RELATIONSHIPS WITH FELLOW EMPLOYEES, SUPERVISORS AND THE PUBLIC.




