
JOB POSTING 

WATER BILLING CLERK  

June 1, 2015 

 

POSITION SUMMARY - The Billing Clerk is primarily responsible for inputting cash collections and 
answering customer questions.   

PRINCIPAL DUTIES AND RESPONSIBILITIES – The following represents the majority of the duties 
performed by the position, but are not meant to be all-inclusive, nor prevent other duties from being 
assigned when necessary.   

1. Receive payments for utility bills and deposits from new customers, enters into the register, and 
balances the cash register.   

2. Receives all other payments (cemetery, fees, permits, etc.), enters and balances.  
3. Answer the telephone, investigate problems that are submitted by customers, refer to billing 

supervisor for adjustment if appropriate. 
4. Prepare billing statements, sort bills by zip code, and deliver bills to the post office. 
5. Complete work order forms for initiating and terminating service. 
6. Go to the bank to get change for cash registers as needed. 
7. Maintain billing files. 
8. Help and assist court clerk in all areas of court, including accepting cash during court. 
9. Cross train on all areas related to front counter. 
10. Relieve receptionist when needed. 
11. Issues licenses to contractors. 

QUALIFICATIONS/SPECIFICATIONS 

EDUCATION – The job requires a high school diploma or GED equivalent.  Preference given to 
those holding associate degrees or 60 hours of college credit.   

 EXPERIENCE – The position requires one to three years of relevant office experience to 
understand the concepts of organization and recordkeeping. 

 SKILLS – Requires interpersonal skills to deal with the public and members of city staff.  Skills are 
also required in the preparation of data using the computer and calculators. 

 LICENSES – none required. 

SALARY – $29,500 annually   

POSITION OPEN UNTIL FILLED 

HOW TO APPLY - Submit a completed application to HR at 116 W Needles or by email to 
hr@bixbyok.gov for consideration.  The City of Bixby application can be found on our website at 
www.bixbyok.gov.  
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