
TOWN OF SHIPSHEWANA 
JOB DESCRIPTION: Utility Billing Clerk (PT) 

 

Exhibit “A” 

 

JOB STATUS LOCATION FLSA STATUS WORK SCHEDULE 

Part Time Town Hall Hourly/Non-Exempt Hourly/Non-Exempt 

 

We are looking for a self-starter and multi-tasker responsible for greeting clients and visitors at the office, 

manage our front desk daily and to perform a variety of administrative and clerical tasks, for the benefit of 

the Town and the Town offices.  To be successful in this role, you will need excellent written and verbal 

communication skills, proficient with technology, as well as competency in Microsoft Office applications 

such as Word and Excel. 

 

Job Requirements: 

• High School diploma or GED. 

• Prior experience as a receptionist or in a related field preferred but not required. 

• Consistent, professional dress and manner. 

• Excellent written and verbal communication skills. 

• Competency in Microsoft applications including Word, Excel, and Outlook. 

• Ability to learn and assist with new office technologies and software. 

• Good time management skills. 

• Experience with clerical procedures preferred. 

• Able to contribute positively as part of a team, helping with various tasks as required. 

• Working knowledge of Standard English grammar, spelling, punctuation, and ability to type 

with speed and accuracy. 

• Properly operate a variety of standard office equipment. 

• Possesses basic mathematical skills and basic accounting skills. Has the ability to perform 

arithmetic calculations and prepare detailed reports as required. 

• Ability to understand and follow oral and written instructions. 

• Ability to deliver customer driven services to the public through pleasant, prompt and pointed 

services. 

 

Duties & Responsibilities: 

• Greet clients and visitors with a positive, helpful attitude; provide excellent customer service. 

• Answer and direct phone calls in a professional manner. 

• Proficient in computer operation. 

• Performing ad-hoc clerical duties. 

• Handle sensitive information in a confidential manner. 

• Work cooperatively with others and maintain a positive attitude. 

• Assisting colleagues with miscellaneous tasks as needed. 

• Assist Clerk Treasurer with certain matters for the benefit of the Town, such as payroll, claims, 

utility billing and other clerical duties as required. 

• Maintain polite and professional communication via phone, e-mail, and mail. 

• Maintain regular and punctual attendance. 

• Comply with all Town policies and procedures. 

 

Personal Work and Reporting Relationships: 

Employee maintains a working relationship with co-workers, vendors, and the public for the purpose of 

exchanging information, assisting in explaining and interpreting policies and procedures. The Utility Billing 

Clerk / Receptionist reports to the Clerk Treasurer. Provided, however, that the Town Manager shall have 

the sole authority to hire, discipline and fire the Utility Billing Clerk / Receptionist, with the input, as 

necessary, from the Clerk Treasurer. 
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Physical Effort and Work Environment/Essential Functions: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  While performing the duties of this job, the employee 

regularly works in an office environment, which may involve lifting/carrying objects weighing less than 25 

pounds.  The employee is regularly required to use hands and fingers, to handle, feel, or operate objects, 

tools, or controls, and reach with hands and arms.  The employee is frequently required to stand, talk, and 

hear. The employee may spend long hours sitting at a desk or in front of a computer, which can lead to 

health problems such as sore muscles, aches and pains, headaches, strained vision, repetitive stress injuries, 

obesity, stress, and blood clots. 

 

 

 

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT:   

 

The job description for the position of Receptionist and Utility Billing Clerk for the Town of Shipshewana 

describes the duties and responsibilities for employment in this position.  I acknowledge that I have received 

this job description and understand that it is not a contract of employment.  I am responsible for reading 

this job description and complying with all job duties, requirements and responsibilities contained herein, 

and any subsequent revision.  If I have any questions about these or any other job duties that I am asked to 

perform, I will discuss them with my interviewer during the pre-hiring process, or afterwards, with my 

immediate supervisor.  Please note this job description is not designed to cover or contain a comprehensive 

listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, 

responsibilities, and activities may change at any time with or without notice.   

 

Is there anything that would keep you from meeting the job duties and requirements as outlined?   

(Please initial in box to your answer below.)   

 

YES ☐                     NO ☐   

 

   

 

________________________________________                 _____________________________________   

 

Applicant/Employee Signature                                                                 Date   

 

   

 

________________________________________   

 

Print or Type Name   

 

 




