HYRUM CITY

POSITION DESCRIPTION

(NON-EXEMPT)

POSITION TITLE:
Receptionist



DATE OF REVIEW:  4/2/12


           
Utility Billing Clerk


APPROVED BY: ___________________




Planning Commission Secretary
DEPARTMENT BRANCH: City Office

REPORTING RELATIONSHIP:

POSITION REPORTS TO:



POSITION DIRECTLY SUPERVISED:
City Administrator




Meter Reader


POSITION PURPOSE:

Receptionist - Answers telephone calls and assists citizens at front counter.  Provides customer service by answering questions; taking payments; researching records; filling out work orders; and reserving buildings and parks; etc.  Responsible for performing a variety of secretarial, routine accounting, clerical, and customer service functions. Prepares and submits various grant applications.  Updates and maintains specific pages on the City website.  Utility Billing Clerk - duties include accurate and efficient generation and processing of utility bills; resolve concerns with customers; account collections; manage utility shut-offs; posting utility payments; updates and ensures correct utility rates; and monitors the completion of work orders.  Planning Commission Secretary - prepares, posts, and mails agendas, notices, and minutes; takes minutes at evening meetings; updates codebook; and tracks fees for subdivisions.  

NATURE AND SCOPE:

This position requires a high level of secretarial skill, accounting skill, and organization to ensure the proper dissemination of information to City employees, customers, and others.  Accuracy, professionalism in communication, and attention to detail are also vital to the successful execution of this position.  Flexibility and a willingness to perform a wide range of tasks are also critical.
ESSENTIAL FUNCTIONS AND BASIC DUTIES:

1. Responsible for the effective and efficient performance of receptionist/secretarial functions.

a. Answer and screen incoming calls; take and deliver accurate messages.  

b.
Assist citizens at front counter.

c.
Communicates clearly and promptly with callers and visitors.

d.
Resolve customer requests, complaints, and problems or refers them appropriately.

e.
Provides customer service in accordance with established City policies and procedures.
f.
Provides various types of customer service including taking payments, copying, researching
records, assisting with inquires, schedule buildings, parks, and campground for use.

g.
Write work orders and assists customers in completing service agreements.

h.
Accept money for utility deposits, payments, various fees, etc.

i.
Prepare, type, copy, and assemble a variety of documents, including, letters, and reports.

j.
Promotes goodwill and conveys a positive image of the City. 
2.
Responsible for the accurate and efficient generating and processing of utility billings and solid waste.

a. Generate bills, reports, and work orders.

b. Set up and maintain direct deposit accounts.
c. Process adjustments and answer utility related problems

d. Enter water and electric readings and deposit information.

e.
Track, identify, and resolve account errors and discrepancies with customers. 

f.
Notify customers and inform them of any problems with meters and related bills.

g.
Compute usages and compare previous readings to detect errors, problems, or faulty meters.

h.
Review current utility rates and enter new utility rates to ensure correct billing.

i.
Process utility payments made through Intellipay.


h.
Submit billing reports to private company for printing and mailing of utility bills.

3.
Responsible for the timely, accurate, and professional completion of assigned collection 
functions.

a. Research and gather information on delinquent and problem accounts. 
b. File delinquent accounts with credit bureau.

c. Compose and send demand letters.

d. File affidavits with court.

e. Follow through on judgments including supplementals, bench warrants, bankruptcy, and garnishments.
f. File and prepare year-end write offs.

g. Complete collections’ actions professionally, confidentially, and in accordance with applicable City standards and legal regulations.

4.
Responsible for the accurate and timely processing of utility payment agreements and non-
payment shutoffs.

a.
Arrange and complete utility payment agreements.


b.
Track, monitor, and compile past due accounts’ list.


c.
Calculate amount required for utility restoration.


d.
Issue work orders and door hangers.


e.
Log new deposits and processes related filings.


f.
Process shut-offs and payment agreements in accordance with applicable City policies and 

standards.
5.
Assumes responsibility for the professional and efficient completion of Planning Commission Secretary duties.
a.
Secretary to Planning Commission.  
b.
Prepares notices, agendas and meeting documents, posts on City and State websites, faxes a copy to the Herald Journal, posts at various locations, and distributes information to Planning Commission Members. 
c.
Files original agendas & notices with proof of publications in designated books.  
d.
Files a copy of agenda packet by date.
e.
Schedules, prepares, publishes, posts and files required notices for public hearings.
f.
Attends all Planning Commission Meetings and prepares accurate and timely minutes.  

g.
Amends and posts approved minutes on website.  
h.
Keeps minute books updated including the official minutes book.
i.
Assist Zoning Administrator and Planning Commission Members.  

j.
Update codebook and distribute.

k.
Billing and tracking of zoning, impact, and deposit fees and deposits for subdivisions and site plans including legal and engineering fees, and prepare reports.
l.
Maintains and files original application requests (including maps, staff reports, pictures, etc.).

m.
Follows-up on unfinished business items as assigned.

6.
Update and maintain City website pages to ensure information is current and correct. 


a.
Utility Service/Fees


b.
Frequently asked questions


c.
City Departments


d.
Business Licenses


e.
Animal Control

7.
Responsible for the professional and efficient completion of other duties.
a.
Preparation, submittal, and tracking of grant applications.

b.
Census Bureau contact.

c.
Attend City Council Meetings and prepares minutes of meeting when needed.

d.
Send out memos for committees.

e.      
Typing, as required for city personnel.

f.      
Work extra hours when needed.


g.
Unlock/lock building doors.


h.
Assist and support other personnel as needed.


i.
Attend meetings as required.


j.
Run errands and processes mail as required.


k.
Check buildings on weekends as scheduled.


l.
Clean work area.


m.
Clean and organize supply cabinets, front counter bins, and drawers as assigned.

n.
Clean computer room as assigned.

o.
Other duties as assigned.
PERFORMANCE MEASUREMENTS:

1. Telephone calls and visitors are courteously and promptly received.

2. Inquiries and needs are promptly addressed or appropriately referred.  
3. Customer service functions are professionally provided in accordance with established policies and procedures.    A high professional level of customer service is maintained.
4.
Documents produced are accurate, neat, and timely.  Records are current and correct.
5.
Utility billings and other assigned functions are completed in accordance with City standards and policies.
6.
Good communication and coordination exist with City personnel and management.  Assistance and 
support are provided as needed.  Supervisors are appropriately informed.
7.
Work area is clean, well organized, and secure.

QUALIFICATIONS:
Training/Education/Certification:

· Bachelor’s degree or equivalent with accounting related emphasis.   Advanced secretarial training.
Required Knowledge:

· Accounting and money management skills.
· Knowledge of City procedures regarding billings, records, documents files, etc.
· Proficient in Microsoft software.
Experience Required:

· Two to three years of accounting and secretarial related experience required.
Skills/Abilities:

· Excellent interpersonal and public relations skills.
· Excellent oral and written communication skills.
· The ability to write with correct grammar and punctuation
· Accurate and attentive to detail.
· Excellent math skills.
· Proficient typing abilities.
· Well organized.
· Able to operate related computer applications.
· Proficient use of ten-key
Signed:__________________________________________

Date:_______________________

Positions Description:                   Receptionist/Utility Billing Clerk/Planning Commission Secretary
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