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CUSTOMER SERVICE/COLLECTIONS CLERK JOB DESCRIPTION

General Statement of Duties

Performs administrative and clerical work in support of the water utility billing, collections, customer service and reception functions.


Distinguishing Features of the Class

An employee in this class works at the front desk in town hall and has assigned responsibilities in revenue collections such as utility bills, tax payments and rental fees, while serving as receptionist for the town. The employee must be able to back-up work in the finance office as needed.  Work involves tasks such as greeting callers and visitors and directing to appropriate staff; receiving fees and payments, entering payments and deposits into computer system and issuing receipts; typing documents; handling customer inquiries relating to billings and town services; and maintaining office files.  Work involves public contact functions and coordination with other departments within the town's organizational structure, especially the collections functions.  Considerable tact and courtesy are required in these public contact functions.  Work is performed under general supervision and is evaluated through conferences, by accuracy and timeliness of customer service and records, and thoroughness of assigned responsibilities.


Duties and Responsibilities
Essential Duties and Tasks


Answers the phone and greets visitors to town hall; directs caller to appropriate department or provides requested information; takes messages; provides directions.

Receives and receipts payments from customers for town services in person or by mail; enters payment information into computer system and generates receipts; answers questions about bills or refers to supervisors.

Handles reservations for rental buildings and mails out renting requirement information; maintains computer records of boat permits; sells boat permits.
Notifies members of all town board meeting changes and cancellations.

Enters golf course information into computer files.

Assists other office staff with clerical work, newsletter articles, binding and other tasks; types envelopes for checks.

Maintains records of newsletter subscribers and notifies printer of changes. 

Picks up mail; takes deposit to the bank.
Additional Job Duties
Backs up other staff as needed.

Performs related duties as required.


Recruitment and Selection Guidelines
Knowledge, Skills, and Abilities


Working knowledge of revenue collections practices and procedures.

Working knowledge of standard operating practices involved in modern office operation and serving the public.



Working knowledge of computer operations.

Ability to operate calculator, computer terminal, typewriter, and related office equipment at the desired level of speed and accuracy.
Ability to work patiently with the public and to work with interruptions.


Ability to make arithmetic computations accurately and with reasonable speed.



Ability to maintain accurate records and prepare moderately complex records and reports.

Ability to communicate effectively in oral and written forms.

Ability to establish and maintain effective working relationships with coworkers, public officials, and customers.

Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, reaching, lifting, grasping, talking, hearing, and repetitive motions.

Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects.

Must possess the visual acuity to prepare and use figures and statistics, operate a computer terminal, process bills, and proofread materials.
Desirable Education and Experience
Graduation from high school, preferably supplemented by courses in business or accounting, and some experience in a customer service or collections setting; or an equivalent combination of education and experience.

Special Note:  This generic class description gives an overview of the job class, its essential job functions, and recommended job requirements.  However, for each individual position assigned to this class, there is available a completed job questionnaire with a physical abilities checklist that can give further details about that one specific position.  Those documents should be reviewed before initiating a selection process.  They can provide additional detailed information on which to base various personnel actions and can assist management in making legal and defensible personnel decisions.
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