
City ofShe!by, Ohio

」OB DESCRIP丁ION

Job Title: Utilities Bi11ing ControI Clerk, Class B Normal Working Hrs: M-F O800-1630

Department: Utilities O飾ce Employment Status :　　Full-Time

Reports To: Utility O鯖ce Manager FLSA Status‥　　　　　Non-Exempt

Classification Status‥ Classified Adopted Date:　　　　1/14/201 9

Requirement: Must be Bondable

POSITION SUMI帆ARY Under c虹ection wi1=eam to review and post data from handhelds, COmPute

Charges for utility services, and mark special accounts for billing pu岬oses by perfoming the following

duties. Regular and predictable a廿endance.

ESSENT工AL FUNCTIONS OF THE POSITION

Class B Clerk wil=eam all ofthe following duties.

20% - Mark accounts with fixed demands, COmbined bills for more than one meter comection, and those

reqummg uSe Of constant mu距pliers to extend meter l’eading to actual consumption. Post late and special

meter readings and estimated readings. Examine meter reading en正es for evidence of inegulal‘

COnditions, SuCh as defective meters or use of service without contract, and prepare foms for corrective

actions by o血ers.

40% - Mark accounts for no bill when inegular cond誼ons camot be resoIved before bi11ing date.

Computer expe正ence necessary, entering and biuing of electric, Water and sewer; helpillg CuStOmerS W皿

infomation and processing their bills; PrOCeSSing and ref皿1d security deposits; helping with collection of

delinquent acco皿ts by mail. UpIoading and downloading handheld readers'

40% - Answering telephone, Se請ing up appo血ments for servicemen’Sign up customers. Genel.al typing’

developing foms. Handles all retum mail and the purchasing ofpostage stamps.

NON-ESSENTIAL FUNCTIONS OF THE POSFTION This job descriptioll in no mamer states or

implies that these are only d血es and responsibilities to be perfemed by this position. Percentage of

duties and responsibilities can change by availability ofwork. Other duties may be assigned.

SUPERVISORY RESPONSIBILITIES This j ob has no supervisory responsibilities.

OUALⅢICATIONS To perfom this job successfully, a11 individual must be able to perfem each

esse血al duty satisfactorily. The individual must possess excellent computer skills, eXCellent business

and administrative skills, CuStOmer Service skills, Organizational skills, COmm皿ication skills, and

managerial skills・皿e appropriate individual will have the skills necessary to resoIve disputes with

customers over such things as billing and tm○○節i with professionalism and dipIomacy. The individual

must have experience w皿word processlng’SPreadsheetsブalld va正ous software applications’and the

ability to evoIve w皿various trends in computer applications’and the bil血g and collection processes・

Reasonable accormodations may be made to enable individuals w肌disabilities to perfom the essential

functions.
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CERTIFICATES, LICENSES, F凪GISTRATIONS Possessioll Of a valid State of Ohio motor vehicle

OPeratOr’s license"

EDUCATION and/or EXPERIENCE License, Or Certificate, Or Degree in l“elated field(S) or two yeal’S

related experience and/or training in the related frolds; Or equivaleut combination of education and

expehence・

PHYSICAL DEMANDS The physical demands described here are representative of those that must be

met by an empIoyee to success餌Iy perfom the essential允皿Ctions of this job"　Reasonable

accommodations may be made to enable individuals with disabilities to perfom the essential functions.

While perfoming the duties of皿s job, the empIoyee is occasionally required to stand, Walk; Sit; uSe

hands to fuger, handle, Or feel; reaCh with hands and ams; Climb or balance; StOOP, kneel’CrOuCh, Or

crawl; talk or hear; and taste or smell. The empIoyee muSt OCCaSionally睡and/or move up to 20 pounds.

Speci魚c vision abilities required by皿s job include close vision, distance vision, COIor vision, Peripheral

vision, depth perception, a11d ability to a句ust focus.

In accordance with US Depal†ment of Labor physical demauds strength ra血g’皿s is considered

Sedentary work.

WORK ENV[RONMENT The work ehvirorment characteristics described here are representative of

those an empIoyee encounters while perfemmg the essential functions of皿s job・ Co血Olled climate

professional o触ce se血g primarily, however, Will need to travel to the bank and Cfty Hall at which t血e

Will be subject to weather conditions.

LANGUAGE SK皿rs Ability to read and interpret documents such as saftry rulesブOPerating and

maintenance instructions, and procedure manuals. Ability to write routine reports and coITeSPOndence.

Ability to speak effectively before groups of customers or employees of organization"

REASONENG ABILITY Ability to apply common sense understanding to cany out instructions

fumished ill Written, Oral, Or diagran fom. Abilit)′ tO deal w皿problems involvillg SeVeral concrete

variables in standardized situations

My signa血e below signi魚es that I have reviewed and understand皿e contents ofmyjob description.

Utilities Bi11ing ControI Clerk’Class B

APPROVED :上申-」
Mayor

Developed By: je/ac

Date


