
CITY OF NICHOLASVILLE 

 POSITION DESCRIPTION 

 

Class Title:   Utility Billing Clerk 

 

Dept/Div: Utility/Administration and Finance 

 

Supervisor: Utility Billing Supervisor 

 

Supervises:  None 

 

Grade:             25 

 

Class Characteristics: Under general supervision, enters information into the utility 

billing system; loads and unloads meter reading devices; generates utility bills, delinquent 

notices, and cut off listings; interacts with customers and other employees; and performs 

related work as required. 

 

General Duties and Responsibilities: 

 

 Essential: 

 

 1. Enters utility service work order information, which includes connects, 

disconnects, meter changes, meter readings, and address changes in the utility billing 

system. 

 2. Adjusts utility bills and enters billing adjustments into the utility billing 

system as necessary. 

 3. Performs tasks necessary to load and unload meter readings from the 

meter reading devices. 

 4. Generates reports to aid in the detection and correction of erroneous meter 

readings and/or defective metering. 

 5. Checks meter readings for accuracy, makes necessary corrections, and 

orders meter re-checks. 

 6. Works with the Meter Department and Customer Service Representatives 

to obtain information necessary to generate accurate billing. 

 7. Performs CASS certification for bill statement and delinquent notice 

mailings. 

 8. Calculates and prints utility bills on a timely basis. 

 9. Posts and prints delinquent notices. 

     10. Prepares small cycle billings for wholesale customers. 

 11. Reviews and corrects, if necessary, all customers with Winter Quarter 

Averaging on a yearly basis. 

 12. Analyzes and enters budget billing information on a yearly basis. 

 13. Assists in preparing reports on a regularly scheduled basis. 

 14. Responds to questions from customers and employees regarding utility 

bills. 



 15. Utilizes various computer programs to generate letters, memos, and 

spreadsheets. 

 16. Performs nightly backup of server and PC’s. 

 17. Assists other office personnel as requested. 

 

 Non-essential:  None 

 

MINIMUM QUALIFICATIONS 

 

Training and Experience:  Graduation from high school or equivalent (GED) 

supplemented by three years related work experience preferably with a utility company. 

 

Special Knowledge, Skills and Abilities: 

 

 Knowledge:   

 

 1.   Knowledge of various types of PC application software. 

  2.  Knowledge of math, business English, spelling, and grammar. 

 3.   Knowledge of office terminology, procedures, routines and equipment. 

 4.   Knowledge of the operating policies and procedures of the utility. 

 5.   Knowledge of accounting principles. 

 

 Skills: 

 

 1.   Typing and keyboarding.                                       

 2.   Analytical skills. 

 3.   Business and report writing. 

 

 

 Abilities: 

 

 1.   Ability to carry out complex oral and written directions.  

  2.  Ability to operate office equipment, including PC, keyboard, typewriter, 

calculator, copier and other office equipment. 

 3.   Ability to maintain accurate electronic records and filing systems. 

4.   Ability to interpret a variety of instructions supplied in written, oral, 

diagram, or schedule form.   

5.  Ability to effectively present information and respond to questions from 

customers and other employees. 

 6.   Ability to establish and maintain effective working relationships with 

officials, employees, and the general public.    

 7. Ability to read, analyze and interpret general computer software and 

hardware instructions, rate tables, and utility reports. 

 8. Ability to apply advanced mathematical concepts such as step-rate 

calculations, averaging, percentages, and equations with speed and accuracy by hand or 

machine. 



 9. Clerical aptitude, mental alertness, and attention to detail and accuracy. 

 

ADDITIONAL INFORMATION 

 

 Instructions:  Instructions are somewhat general; many aspects are covered 

specifically, but must use some of own judgment. 

 

 Processes:  Must occasionally consider different courses of action, or deviate from 

standard operating procedures, to get the job done. 

 

 Review of Work:  Most completed work is reviewed. 

 

 Analytical Requirements:  Problems require analysis based on precedent. 

 

 Physical Requirements of the Job:  Work is typically performed indoors. While 

performing the duties of this job, the employee is regularly required to sit for long 

periods; use hands to finger, handle, or feel; reach with hands or arms; and talk and hear. 

The employee is frequently required to stand, walk, stoop, or kneel. The employee is 

occasionally required to climb, crouch or crawl. The employee must frequently lift or 

move up to 50 pounds. Specific vision abilities required by the job include close vision, 

depth perception, and the ability to adjust focus. 

 

 Tools and/or Equipment Used: General office equipment (personal computer, 

keyboard, calculator, telephone, copier, fax, etc.). 

 

 Contacts:  Public and internal contacts requiring tact and diplomacy are 

requirements of the job. This position requires handling confidential city funds and 

finances, therefore applicant must not posses a criminal conviction for theft or crimes 

against persons. 

 

 Confidential Information:  Regular use of confidential information. 

 

 Mental Effort:  Moderate/Heavy 

 

 Interruptions:  Frequent 

 

 Special Licensing:  None 

 

 Certification Requirements:  None 

 

 Additional Requirements:  Must be bondable 

 

 Overtime Provision:  Non-exempt 
 
 
 


