[image: Text

Description automatically generated]

JOB TITLE: Clerk
Purpose of this Position: This is a non-exempt position responsible for performing the collecting of utility payments and providing information concerning customer service as well as daily needs of City Hall.
Summary of Essential duties:
· Responsible for collecting, balancing, and posting daily revenues collected in person, through mail, or online. Such payments are for installation fees or deposits, for utilities, or other city bills or charges
· Responsible for establishing new customer connects, for maintaining all meter connections, disconnections, transfers, and meter changes 
· Prepares work orders for maintenance department - connections, disconnects, meter problems, dumpsters, alleys, streets, utility issues, etc
· Responsible for communicating with citizens, other city employees and officials, by any and all types of media, exchanging necessary information regarding service, complaints, and other concerns 
· Responsible for applying penalties to delinquency list and mailing out final notices
· Review incoming bills and complete the purchase order process to ensure bills are paid in a timely manner
· Review budget accounts monthly; assist departments to stay within their budget
· Assist with cemetery lot purchases up to and including completing and filing cemetery deed with County Clerk, keeping record of burials, and locating plots
· Collection of timesheets, time entry, payroll, payroll reports and tax reports in timely manner
· Sales tax filing and reporting
· Figuring cost of gas and inputting cost and meter reads for customer utilities
· Utility billing – printing, sorting, mailing, bulk water
· Assist with DEQ water report, FSMA and EIA reports and permits
· Monthly postage reports and bulk mailing
· Assist with customer gas leak paperwork and notify the appropriate personnel
· Airport fuel purchases, monthly invoices, fuel adjustments, and rectifier reports tracking and updating, NOTAMs, grants, projects, etc
· Responsible for ambulance billing and insurance payments 
· Responsible for applying penalties to delinquent account and mailing out final notices, past due accounts, citations, ambulance bills to Collection Agency
· Grant writing and application processing for utilities, parks, airport, etc
· Distribute building permit paperwork and collect payment after approval
· Follow proper procedure for a gas emergency
· Maintaining office supplies
· Donation spreadsheet updates and communication
· Responsible for Municipal Authority and City of Hooker purchases, payments and all items related to accounts
· Responsible for Municipal Court communication regarding citations, court records and reporting, suspensions, minutes, failure to comply, abstract of court record, etc 
· Performs all other related duties as assigned
· Employees are subject to random drug/alcohol testing throughout their employment.
Qualifications:
· High school diploma and 2-3 years of relevant accounting or clerical experience required
· Proficient skills in Microsoft Office
· Ability to address personnel and public in a professional manner with tact and diplomacy
· Excellent attention to detail
· Strong organizational and time management skills
· Strong verbal and written communication skills
· Must possess driving record acceptable to city’s insurance carrier
· Must be able to pass a pre-employment drug and alcohol screening.   
· Must comply with all policies and procedures set forth by the City of Hooker
Working Conditions/Physical Requirements:
· Ability to deal with strenuous and stressful situations. 
· Must be able to pull, lift, and/or push up to 25 pound objects on a frequent basis.
· Long hours sitting and/ at the computer, entering data
· May be required to work weekends and holidays as needed
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