CITY OF CHILDRESS, TEXAS
Job Description

JOB TITLE:		WATER CLERK
DEPARTMENT:		WATER
REPORTS TO: 		BILLING SUPERVISOR/CITY SECRETARY
			

FULL TIME
Monday-Friday 8 a.m.-5p.m.
$8.50 PER HOUR 
WITH INCREASE AFTER PROBATIONARY PERIOD

BENEFITS
Employer paid Health Insurance
Family insurance offered
Vision/Dental Insurance offered
2:1 matching for retirement
Paid holidays, sick leave, and vacation


SUMMARY:
The City of Childress is seeking a reliable and customer-service oriented individual to fill a full-time position in the water office.  Candidate must have excellent oral and written communication skills; the ability to multi-task in a fast paced environment working with the public; competence in fundamental arithmetic (adding, subtracting, multiplying, dividing); the ability to meet deadlines and work independently to achieve goals.

ESSENTIAL JOB FUNCTIONS: 
Respond to inquiry and complaints
Follow up on requests or complaints
Ensure accuracy of, and generate bills for the City of Childress
Investigate and settle billing disputes
Serve as cashier for City accounts receivable
Balance cash drawer daily
Route phone calls and requests to appropriate person or department
Generate service orders, invoices, lists, and other materials as needed
Maintain manual and automated records
Generate and file daily/monthly/annual reports
Implement Ordinance and policies
General office duties


KNOWLEDGE, SKILLS, AND ABILITIES:
The ability to express oneself, orally and in writing in a calm, clear and concise manner; the ability to perform basic math reliably (add, subtract, multiply and divide); ability to follow moderately complex instructions; the ability to maintain a professional demeanor; the ability to maintain office records both electronic and physical; general clerical and office knowledge and best practices; the ability to work as part of a team.
 
MINIMUM QUALIFICATIONS
· High School Diploma or GED
· Ability to work independently or with minimal supervision


CONDITIONS OF EMPLOYMENT
· Must complete an Employment Application
· Must pass pre-employment background check.
· Must pass pre-employment drug test.

(Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.  This description reflects management’s assignment of essential functions; it does not proscribe or restrict the tasks that may be assigned.  This job description is subject to change at any time.  This is an at-will position without a definite duration or term of office.  The City of Childress is an Equal Opportunity Employer and committed to compliance with the Americans with Disabilities Act.)

