Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

JOB TITLE:  Cashier 


DEPARTMENT:  City Clerk, City of Anywhere

JOB SUMMARY:  This position is responsible for collecting payments for all city departments.

MAJOR DUTIES:

o
Collects payments from customers at the counter, drop-box, and drive-in window; applies payments to the proper account on computer.

o
Balances monies received daily to the computer-generated edit list; locates and resolves any discrepancies.

o
Prepares cash and check payment totals for the daily bank deposit; prepares bank deposit.

o
Forwards change of address requests to data processing.

o
Prepares duplicate utility bills for customers as requested.

o
May balance petty cash drawer and maintain cash voucher records.

o
Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

o
Knowledge of city and departmental policies and procedures pertaining to utility billing.

o
Knowledge of water, gas and electrical rates and charges.

o
Knowledge of computerized utility billing systems.

o
Knowledge of general office procedures.

o
Skill in operating such office equipment as a computer and calculator.

o
Skill in maintaining accurate accounts.

o
Skill in basic mathematical calculations.

o
Skill in oral and written communication.

SUPERVISORY CONTROLS:  The City Clerk assigns work in terms of somewhat general instructions.  The work is reviewed in progress and upon completion for accuracy and the nature and propriety of the final results.

GUIDELINES:  Guidelines include city ordinances and departmental policies and procedures, general bookkeeping practices, and supervisory instructions.  These guidelines are generally  clear and specific, but may require some interpretation in application. 

COMPLEXITY:  The work consists of related cashiering duties.  Dealing with the public contributes to the complexity of the work. 

SCOPE AND EFFECT:  The purpose of this position is to accept and apply payments and fees to the appropriate account.  Successful performance helps ensure public satisfaction with the handling of utility accounts and collection of city revenues. 

PERSONAL CONTACTS:  Contacts are typically with co-workers and the general public.

PURPOSE OF CONTACTS:  Contacts are typically to give and exchange information and provide services.

PHYSICAL DEMANDS:  The work is typically performed while sitting at a desk or table.

WORK ENVIRONMENT:  The work is performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  None.

MINIMUM QUALIFICATIONS:

o
Ability to read, write and perform mathematical calculations at a level commonly associated with the completion of high school or equivalent.

o
Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

