Deputy City Clerk / Utility Clerk
Position Overview
Under the general direction of the City Administrator/City Clerk, the Deputy City Clerk / Utility Clerk manages financial transactions, utility billing, and customer service functions. This role ensures accurate financial recordkeeping and serves as a key point of contact for residents.
This position requires flexibility, confidentiality, accuracy, and the ability to work independently while coordinating closely with the City Administrator, city staff, and the public.
The person who will excel in this role:
· Thrives on building community through everyday interactions
· Enjoys providing top-notch service to resolve customer concerns, answer questions, and provide information about the City and its services
· Has a knack for hometown hospitality and creating spaces where people feel welcomed and cared about
· Can track multiple projects, situations, and work orders with attention to urgency, timeliness, and keeping customers and coworkers informed
· Is a gifted problem solver, who takes pride in finding resolutions
· Backs it all up with a keen eye for details through accurate financial entry, report development, and records management
Essential Duties and Responsibilities
· Utility account management, billing, and customer service
· Financial input and generation, including accounts payable and payroll support
· Maintain financial records and daily cash balancing
· Support audit preparation, budget, and grants reporting
· Front counter and telephone customer service 
· Assist with licensing and permits
· Manages records administration in accordance with all applicable laws
· Supports City Council through agenda management and taking of minutes
· Other duties as assigned
Knowledge
· Most knowledge will be trained upon hire
What will set you ahead:
· Experience in customer service, utilities, or front-office management
· Bookkeeping, accounting, or other financial management experience
· Experience in a local government office
Skills
· Proficient with computer/software use, including Microsoft Office, Adobe Acrobat, website management, financial software, utility billing software
· Demonstrated ability to handle customer service needs and situations
· Ability to read, understand, and navigate within City Code and policies
Key Abilities
· Friendly and thorough customer service
· Accuracy in all tasks and aspects of the job
· Learn, understand, and resolve basic customer issues and questions 
· Manage financial entry and generate/interpret related reports
· Maintain inventories, records, and other legal or operational documents
· Able to cross-train to support multiple aspects of City Hall
Minimum Qualifications
· High School Diploma or GED required/College degree in a related field preferred
· 1-3 years handling customer service, accounts, or records in an office environment
· Proficiency using professional office and financial software
· Ability to appropriately handle sensitive and confidential information
· Ability to be bonded and serve as a Notary Public
Environment
· Work is primarily office-based and requires sustained sitting, standing, typing, and ability to lift office materials and files (up to 25 pounds)
· Some adverse outdoor environment exposure may be required
· Occasional evening meeting attendance will be required
