CITY OF SENOIA

CLASS SPECIFICATIONS

POSITION TITLE:
UTILITY CLERK
DIVISION:
ADMINISTRATIVE SERVICES

DEPARTMENT(S):
ADMINISTRATION- CITY HALL
REPORTS TO:
CITY MANAGER
FLSA:                                          HOURLY
POSITION SUMMARY:
This is technical work responsible for utility billing and clerical work. Work is performed under the general guidance and direction of City Manager. Work may be checked while in progress and upon completion by his/ her designee. 
POSITION DUTIES:

Performs Clerical work as required.

Accounts Payable 

Receives and reviews invoices and billing statements

Verifies, processes, and matches purchase orders, packing slips, and invoices; codes invoices with proper account numbers

Compares invoices/statements against departmental records to verify accuracy of information and amounts

Reviews accuracy of coding by other personnel for specific billings, invoices, vouchers, and reports

Researches discrepancies and problem invoices 
Maintains vendor numbers
Maintains contact with vendors to update vendor information and contacts vendors to resolve discrepancies involving amounts, timing, billings, payments, or related issues
Coordinates year-end 1099 processing
Issues checks for voluntary and involuntary payroll deductions 
Verifies and approves check register 

Assist with Processing Permitting-Certificate of Occupancy, work with builders, homeowners, and Inspection Company and utility companies. 
Interacting with the Public and City employees

Assist with water billing and cut-offs.

Understanding of City computer programs.
Assist with individual employee payroll records; generates weekly payroll checks; balances and completes payroll withholdings; prepares timely month-end, quarter-end, and year-end payroll tax reports.

Accepting / Receiving payment and any other Department services that require payment to be made.
Daily Report- reconcile daily with electronic payments and drawer

Return Check Notices- return and process for correction.

Assist with Taxes & Franchise Fees- received and log all franchise fees, property & motor vehicle tax, intangible/real estate/ railroad tax, alcohol & mixed drink tax.

May operate City vehicles in the performance of duties and/or to attend training programs.
Assists in interpreting, applying, and ensuring compliance with all applicable codes, laws, rules, regulations, standards, policies and procedures; initiates any actions necessary to correct deviations or violations

Maintains a comprehensive, current knowledge of applicable laws, regulations, standards, and guidelines.
Essential Duties and Responsibilities of All City Employees:

Adheres to all applicable state and federal laws; local ordinances; City and Departmental policies, procedures, rules and regulations

Endeavors to continuously improve the services provided to the citizens of Senoia
Makes positive suggestions for improvement

Performs other related duties and functions as directed, or which are readily apparent

Demonstrates good interpersonal communication skills with citizens, co-workers, and supervisors

Works as scheduled 
Accepts and follows instruction, evaluation and correction

Demonstrates interest and initiative in learning new techniques and procedures; attends scheduled training as required
Helps other employees when needed or asked

Assists in training new employees

Carries assigned workload
DESIRABLE QUALIFICATIONS:
High school diploma or equivalent
Considerable experience in data entry
Knowledge, Skills, and Abilities

Thorough knowledge of basic accounting and bookkeeping procedures including posting of cash receipts, cash disbursements, and general ledger and double entry accounting.
Good knowledge of modern office practices, methods, equipment, and standard clerical procedures.
Skill in operating a computer and adding machine.
Ability to understand moderately complex instructions regarding computer functions.
Ability to prepare financial reports.
Ability to communicate clearly and effectively, orally and in writing.
Ability to establish and maintain effective working relationships with City employees and the public.

OTHER REQUIREMENTS: 
Possession of a valid State of Georgia driver's license (Class C) and a satisfactory Motor Vehicle Record (MVR) is required within 30 days of hire, and must be maintained throughout employment.
Ability to drive and operate the department's assigned vehicles and equipment in a safe and efficient manner.
Ability to obtain a Notary Public commission
Failure to: (1) obtain and maintain all required certifications, licenses, and commissions as required; or (2) failure to successfully complete all required training; or (3) failure to meet other job requirements may result in discipline, up to and including termination of employment
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Testing and/or evaluation of these requirements may be conducted as part of the selection process. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is:

· Frequently required to sit and use hands to operate, finger, handle or feel objects, tools or controls

· Frequently sit for extended periods of time at a workstation, desk, or conference room

· Regularly required to talk or hear; and reach with hands and arms

· Occasionally required to stand or stoop; walk; and lift and/or move up to 25 pounds. 

· Specific vision abilities required by this job include close vision, and the ability to adjust focus.

WORK ENVIRONMENT:

The 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.

While performing the duties of this job, the employee works in an office.  The noise level in the work environment is moderately quiet.

EQUAL OPPORTUNITY EMPLOYER: 

The City of Senoia is an equal opportunity employer (EOE). In accordance with applicable Federal and State laws, the City of Senoia does not discriminate on the basis of race, color, religion, national origin, disability, age, gender or other legally protected status or classification, except where dictated by requirements of the job, or within the limits imposed by law.

It is the policy of the City of Senoia to provide equal employment opportunity (EEO) for all applicants and employees. This EEO policy applies to all areas of employment including recruitment, hiring, training, promotion, compensation, benefits, transfer and other terms and conditions of employment.

AMERICANS WITH DISABILITIES ACT (ADA): 

The City of Senoia, in compliance with the Federal law, will provide reasonable accommodations to qualified individuals with disabilities.

