OFFICE MANAGER
SALARY RANGE:  E $3,245.10 - $3,944.44 per month

REPORTS TO: Administrative Analyst
GENERAL RESPONSIBILITIES:
Under general supervision from the Administrative Analyst to perform a wide variety of difficult and complex duties involving the recording, filing, maintenance, and reporting of Utility Department records; prepares the Utility Billing; supervise clerical personnel; coordinate office tasks and procedures; assist with clerical duties in other departments as needed or required.
EXAMPLE OF DUTIES: 
Receipts and processes daily and monthly information/reports; prepares the Utility Billing; maintenance of files; preparing and typing of statistical reports; maintains database on maintenance activities; receive and transmit telephone and radio communications; prepares invoices for special projects from the public works department.  Is responsible for the calculations of the utilities services from meter books and prepares utility statements, delinquent notices, and reminder notices; prepares notices for inactive accounts, receives and receipts utility payments; follow up on all special project invoices; maintains and issues work orders & service orders; and other clerical duties as required. Also serves as the back up to the Customer Service Representative for the front office. 
Responsible for providing the daily supervision and training to clerical personnel; maintains the office and coordinate all office activities in an efficient and effective manner; responsible for the purchasing and supply of all City Hall office needs; responsible/accountability of collection accounts; maintaining internal controls; office schedules; of personnel actions such as performance evaluations for clerical.
DESIRABLE QUALIFICATIONS:
Knowledge: Accounting, office management and supervision techniques, and terminology used in water treatment, waste treatment and solid waste clerical work; good telephone etiquette, 10-key, Excel spreadsheet, word processing with a good understanding of over-all computer systems.  Employee in this class will be expected to perform a wide a variety of general financial duties as well as general clerical duties within a framework of established procedures and have the ability to analyze and solve problems.  
Employee will have frequent contact with the public – receiving payments and answering a variety of questions or providing information to the public from established records.
Skills: Perform financial and clerical work involving use of independent judgement requiring accuracy and speed; use vocabulary, spelling and grammar in a proficient manner; make math computations and keep accurate records; collect and account for currency; type at a speed of 45 words per minute from clear copy; understand and carry out oral and written directions; and establish and maintain cooperative relationships within the course of work.
EDUCATION AND EXPERIENCE:
High School education or the equivalent and five years of experience in finance/accounting, typing and general clerical work. Computer experience is required. Must possess strong organizational and human relation skills. A valid Class “C” California Drivers License is required. Bilingual preferred. 

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.

EMPLOYEES SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.

[bookmark: _GoBack]Amended 2/13/2018
