
COLUMBIANA WATER BOARD 
JOB DESCRIPTION 

 
 
Job Title:  Office Clerk 
 
Department: Administration 
Reports To: Office Manager 
Holidays: 11 Paid Holidays per year 
Insurance:  Local Government Health Insurance 
 
 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this job and are not to be interpreted as being all inclusive.  The employee may be 
assigned other duties that are not specifically included.  Applicant must be a team player with a friendly 
demeanor and helpful attitude. 
 
 

Job Summary 
 
Under the direction of the Office Manager the employee receives water payments (cash and non-cash), 
enters payment data into the computer, prepares bank deposit and prints reports.  Balances cash 
drawer on a daily bases. Assist customers with starting new services, filling out contracts and collecting 
deposits.  
 
 
 

General Clerical 
 

 
- Greets the public in person or via telephone, responding to questions and request and referring 

complex issues to the appropriate person. Taking messages when appropriate. 
- Receives payments via mail, night box, on-line and/or hand delivered.  Enter payments in computer, 

balance receipts and process daily reports.  Prepare bank deposit and balance cash drawer daily. 
- Prepares and processes applications for service, new account, collecting deposits, work orders, 

service orders, bank drafts, etc. 
- Assists with processing delinquent accounts which includes adding charges to customers’ accounts 

and preparing monthly cut-off list. 
- Assist with monthly billing which includes entering and editing meter readings and preparing bills to 

be mailed. 
- Prepares handhelds monthly for meter readers and assists meter readers in obtaining accurate 

information. 
- Processes open and close request for service orders. 
- Answers questions and responds to issues from customers relating to utilities services. 
- Prepares monthly check request for deposit refund. 
- Assist in maintenance of records and files. 



- Preforms general clerical tasks as required such as typing, filing, photocopying, faxing and scanning. 
- Other assisted duties as needed. 
 
 

 
Knowledge, Skills, Abilities 

 
 

- Ability to effectively communicate with supervisor, co-workers, and the general public in person 
and over the phone.  

- Accuracy in handling cash with established Performance standards. 
- Ability to problem solve and maintain a solutions-oriented mindset. 
- General knowledge of bookkeeping practices. 
- Knowledge of general office procedures. 
- Ability to work with the public. 
- Skills to operate office equipment to include computers, adding machine, facsimile and copier. 
- Ability to be discreet and confidential. 
- Ability to work well and accurately with minimal supervision. 
 
 

 
Education and Experience 

 
 

- High School diploma/GED required. 
- Two (2) years of experience in administrative work preferably in a Utilities department or any 

equivalent combination of education, training, ad experience that demonstrates the ability to 
perform the duties of the position. 

- Experience with cash management and cashier operations is desired. 
 
 

Work Environment 
 
 

The work environment involves everyday risks or discomfort normally associated with general office and 
the use of safety practices to insure a safe work environment.  The work is typically sedentary.  
However, there is some walking, bending, standing, carrying of light items (books, files, etc.) and 
applicant should be able to meet the physical demands necessary to perform the work.  A positive and 
friendly attitude is paramount.   


