Position Title:  Municipal Billing Clerk

FLSA Status: Non-Exempt Madison
Reports To: City Treasurer NEBRASKA

Date Created: June 2026

Position Summary: The Municipal Billing Clerk serves as the primary point of contact
for residents and visitors, playing a key role in supporting daily City Hall operations.
This position is responsible for managing utility billing and accounts, assisting with
building permits, maintaining accurate records, and providing excellent customer
service to ensure the efficient delivery of municipal services and a positive
community experience.

Essential Job Functions

e Process and maintain accurate utility billing, customer accounts, and payment
records in accordance with municipal policies and procedures.

e Receive, process, and record payments for utilities, permits, rentals, and other
city services while ensuring accuracy and accountability.

o Assist the City Treasurer with financial and administrative tasks, including
account reconciliation, reporting, and record maintenance.

o Coordinate the collection and entry of meter reading data to ensure timely and
accurate utility billing.

e Issue building permits and maintain related records, ensuring compliance
with established municipal processes.

e Manage the scheduling, reservations, and rental agreements for city-owned
facilities and community spaces.

e Serve as a primary point of contact for residents, businesses, and visitors by
answering phones, responding to inquiries, and providing exceptional
customer service.

e Maintain accurate records, files, and documentation in compliance with
municipal requirements and retention standards.

o Collaborate with municipal staff to support daily operations and ensure the
efficient delivery of city services.

e Perform general office and administrative duties, including data entry,
correspondence, filing, and other responsibilities as assigned.

Preferred Talents
e Strong customer service and communication skills with the ability to interact
professionally and courteously with residents, visitors, and staff.
o Excellent attention to detail and accuracy when handling billing, payments,
financial records, and administrative documentation.
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e Strong organizational and time-management skills with the ability to manage
multiple priorities and meet deadlines.

e Proficiency in Microsoft Office and municipal billing, accounting, or database
systems, with the ability to learn new software and processes quickly.

« Bilingual (English/Spanish): Highly preferred and considered a significant
asset

Qualifications
« High school diploma or equivalent required; associate degree in business
administration, accounting, finance, or a related field preferred.
e One to three years of experience in customer service, billing, accounting,
municipal administration, or a related office environment.
« Demonstrated proficiency in Microsoft Office applications and the ability to
learn municipal billing, accounting, and record management systems.

Physical Requirements

This position primarily performs work in an office environment and requires the
ability to sit, stand, walk, bend, reach, and use hands and fingers to operate standard
office equipment. The employee must be able to regularly communicate with
residents, visitors, and staff in person, by telephone, and through electronic
communications. Occasional lifting and carrying of files, office supplies, or
equipment weighing up to 25 pounds may be required. Reasonable
accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of the position.

Working Environment

This position works primarily in a municipal office setting with frequent interaction
with residents, visitors, and city staff. The role involves regular use of computers,
telephones, and other office equipment, while managing multiple tasks in a
customer-service-oriented environment. A professional, courteous, and collaborative
approach is essential to supporting daily City Hall operations.

Employee Acknowledgment

| acknowledge that | have received, read, and understand the duties and
expectations for the job listed above. | agree to perform the duties outlined and to
comply with all standards established in the performance of this job.

Employee
Signature: Date:
Employer
Signature: Date:
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