CITY OF LAKE OZARK

POSITION TITLE:
City Collector 

DEPARTMENT:
Administration

REPORTS TO:
City Clerk
GRADE:

3
FLSA:


Non Exempt (Hourly)
GENERAL PURPOSE:
The City Collector/ Cash Collections position performs all duties required to provide utility billing to the City’s public utility customers while also collects and deposits all monies paid to the City.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Assists walk in/call in utility customers and any other customers that may need assistance. 

· Takes all utility, general, court, taxes and any other payments made to the City.

· Does a daily deposit of all monies collected that day.

· Prepares and mails monthly utility billing.

· Maintains and distributes monthly spreadsheets of the security deposits collected and refunded and all the monies collected for real estate taxes and all the current delinquent real estate taxes and reports them to the appropriate supervisor on a monthly basis.

· Computes the monthly penalties of real estate taxes of each current year. 

· Enters all new customer information into the utility system as needed. 

· Produces a monthly water production report which shows the loss percentage of water for each month.

· Create, monitor and complete all service orders in the utility system as they are completed by the Public Works Department. 

· Computes penalties on all delinquent utility accounts and prepares delinquent and disconnect notices on a monthly basis. 

· Maintains and approves a monthly count for all trash customers.

· Produces a monthly packet for all Joint Sewer Board Members and sits in as the Joint Sewer Board Clerk for each monthly meeting.

· Produces a monthly packet as needed for all Utility Commission Members and sits in as the Clerk to the Utility Commission for each monthly meeting. 

· Reviews all new monthly readings before the utility billing is prepared. 

· Maintains and updates all utility draft customers’ accounts. 

· Contacts customers regarding billing, hook-up, disconnects and delinquent accounts and sets up pay agreements as needed. 

· Enters adjustments to utility accounts as required. 

· Prepares sewer liens for the City Attorney to send official notice to the delinquent customer. 

· Disconnects delinquent accounts and reconnects paid accounts as required.

· Assists City Clerk with all city real estate taxes
. 

KNOWLEDGE, ABILITIES, & SKILLS

· Demonstrates ability to express thoughts and complete written communication and projects.

· General knowledge of the general principles, practices and procedures involved in the successful operations of a modern administrative office or department.

· Ability to manage multiple projects under strict deadlines.

· General knowledge of clerical methods and techniques, especially those required to meet work tasks within municipal government. 

· Knowledge of word processing software and the use of electronic spreadsheet applications. 

· Must have good typing skills and ten key by memory.

· Ability to establish and maintain effective working relationships with other employees, city officials and the general public, through written and oral communications. 

· Knowledge of functions and responsibilities of cash collections.

· Ability to understand and follow complex oral and written instructions.

· Ability to make work decisions in accordance with laws, rules, regulations and policies.

· Must be a self-starter and self motivated to work in a multi-disciplinary office setting with limited supervision.

IDEAL EDUCATION AND/OR TRAINING

High School Degree or GED required. Requires excellent external and internal customer service skills. Two (2) years of experience in a clerical/secretarial position. Requires basic accounting knowledge and/or experience. Prefer experience in Windows applications including knowledge of word processing and electronic spreadsheets, specifically Microsoft Office Products. 
Any combination of education, training and/or experience which would qualify for the position. 

ESSENTIAL FUNCTIONS 

Sight, hearing, speech, frequent lateral mobility, lifting items above head, stooping and bending, mentally analyze a situation, solve problems, and make decisions under pressure in area of responsibility; performs bending, squatting, sorting, kneeling, and reaching to ground level and overhead as required for such tasks as retrieving files; lifts, grasps, carries, pushes and pulls 25 pounds; must be able to hold and grip objects; may be subject to sitting for long periods of time; possess manual dexterity necessary to operate a computer keyboard; may work a varied schedule including some evenings and weekends; may be subject to pre-employment drug testing; primarily indoors with heating and cooling regulated in a general office environment. 

This position description is only a guideline for performance. This is not, nor implied to be a contract of employment and it can be modified at will by management. I have read, and understand, the requirements for my position.
___________________Print Name
_________Date_____________________ Sign Name
