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Summary: Processes Accounts Receivable and acts as backup for Revenue Clerk/Cashier.

Location: Municipal Administration Centre Group: (none)

Department: Treasury Family: Full Time

Scenario: all jobs Reports To: Supervisor Revenue Services/Taxation

Job Id: 72 Last Update: 2018-03-06

Tasks:

Utility Receivables
1. Responds to customer inquiries and investigates discrepancies.
2. Sets up new customer accounts and verifies the accuracy of information.
3. Completes utility change information forms and enters information.
4. Completes utility meter reading request forms.
5. Prepares journal entries for year-end utility for review.
6. Verifies source data and key enters information to produce invoices and billings.
7. Completes spreadsheets to track information and complete calculations.
8. Prepares mail outs invoices Utility.
9. Calculates Monthly Utility EFT recommended amounts and forwards statements to ratepayers.

10. Reconciles utility receivables, creates journal entries and reconciles sub-ledger to the GL.
11. Maintains and creates EFT files for Utility.

Revenue Clerk/Cashier
12. Acts as a backup primarily for the following tasks:
13. Greets visitors to the Municipal Office and Finance department and acts as a Receptionist, giving out

information, notifying staff of visitor arrivals and providing assistance to visitors.
14. Processes payments received in person, by mail, by facsimile and from bank institutions, ATM and debit

machine payments, balances same and key enters payments and issues receipts.
15. Responds to counter and telephone inquires, conducting research, giving out information, resolving

problems and turning negative situations into positive ones.
16. Takes and relays information related to a variety of topics such as address changes, payment information

and water meter reading request forms.
17. Acts as a Switchboard Operator by responding to telephone enquiries, communicating information, taking

messages and redirecting calls.
18. Responds to in person and telephone enquiries related to utility billings and turns negative situations into

positive ones.

Other
19. Complies with Municipality of Kincardine policies and procedures.
20. Performs other tasks as assigned by management.
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