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Position Description 

Utility Billing/Customer Service Representative 
 

DEPARTMENT: Finance 

FLSA CLASS: Non-exempt 

UNION: N/A 

REPORTS TO: Assistant Finance Director 

SUPERVISES: None 

 

 
 

SUMMARY: 

The Utility Billing/Customer Service Representative is responsible for primary customer interactions with the City, 

including telephone and in-person inquiries. This position also assists and provides referrals to all customers and 

citizens under the direction of the Assistant Finance Director.  

 

 
 

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements 

listed below are representative of the knowledge, skills, and abilities required. Reasonable accommodation may be 

made to enable individuals with disabilities to perform the essential functions of the position. The essential functions 

listed below are intended to serve as illustrations of the various types of work that may be performed. The omission 

of specific duties does not exclude them if the work is similar, related, or a logical assignment to the position. 

 

ESSENTIAL FUNCTIONS OF THE JOB INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING: 

• Perform, implement, and monitor the policies, procedures, and controls for all utility billing functions. 

• Monitor and ensure compliance with all state and federal regulations governing utility billing and 

interpret City ordinances and Minnesota Statutes as related to utility services. 

• Assist new customers in account setup and changeovers. 

• Process applications and verify identification documents. 

• Create, update, and maintain residents’ accounts and records, including final bills. 

• Process utility payments received daily through mail, in person, or drop box. 

• Receive telephone calls and assist walk-in individuals concerning utility billing and other City matters. 

• Process work orders for utility disconnections, reconnections, new accounts, and other customer requests. 

• Prepare and record daily bank deposits. Scan physical checks for bank deposits and use bank portal for 

upload and confirmations. 

• Assist in performing daily accounting functions pertaining to receivables. 

• Make referrals to appropriate City departments and other agencies. 

• Coordinate City park rentals and event permits with other City staff. 

• Process pet licenses and maintain documentation of immunizations. 

• Complete daily opening and closing procedures, including cash drawer and City Hall entrances. 

• Assist in the verification and posting of accounts receivable transactions to journals and computer 

records. 
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• Contribute to quarterly and year-end report preparation as needed. 

• Assist in the duties of the Utility Billing/Accounting Clerk during times of absence or high workload. 

• Maintain records as related to the position’s responsibilities. 

• Perform other related duties as assigned or apparent. 

 

 
 

EQUIPMENT USED: 

This position uses a variety of equipment typical of a traditional office setting. Such equipment may include but is 

not limited to: computer hardware and software, copy machine, fax machine, printer, scanner, telephone, and 

calculator. 

 

 
 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledge of and ability to use computers and associated software programs, including Microsoft 

Office, Springbrook, and other applications used in municipal government. 

• Possession of a friendly, polite, and helpful disposition. 

• Understanding of and ability to deliver excellent customer service to the public and City employees. 

• Strong written and oral communication skills. 

• Positive interpersonal skills as applied to interactions with co-workers, supervisors, the public, and 

other stakeholders. 

• Ability to represent the City in a positive and professional manner at all times. 

• Ability to produce accurate, quality work at the quantity desired. 

• Ability to organize work and utilize work time productively and multi-task effectively. 

• Ability to work well in a fast-paced environment.  

• Ability to 10-key and type efficiently. 

• Ability to maintain confidentiality.  

• Ability to effectively solve problems and have strong analytical skills. 

 

 
 

MINIMUM QUALIFICATIONS: 

• High school diploma or equivalent. 

• Two years’ experience in an office setting and providing customer service. 

 

PREFERRED QUALIFICATIONS: 

• Associate degree in accounting or a related field. 

• Two years’ experience in the accounting field. 

• Experience in municipal government, preferably utilities. 

• Experience with various software computer programs, including utility billing software. 

• Experience with Springbrook or similar fund accounting software. 

 

 
 

CONDITIONS OF EMPLOYMENT: 

• Ability to satisfactorily pass a criminal background check and credit check. 
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WORK SCHEDULE: 

This is a full-time, regular position. The typical work hours are 8:00 a.m. to 4:30 p.m., Monday – Friday. Additional 

hours may be required as necessary. 

 

 
 

WORK ENVIRONMENT/PHYSICAL DEMANDS: 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with 

disabilities to perform the essential functions. 

 

This position requires the employee to work alone, with others, around others, and have contact with the public. 

This position will work indoors. 

 

Activities that will occur continuously include sitting; talking; hearing; and carrying out repetitive motions with 

hands, wrists, and fingers. 

 

Activities that will occur frequently include standing, conducting written communication, displaying interpersonal 

skills, and problem solving. 

 

Activities that will occur occasionally include walking, lifting, carrying, reaching, and displaying hand/eye/foot 

coordination. 

 

Activities that will occur infrequently include bending; stooping; kneeling; reaching at, above, and below shoulder 

level with the right, left, and both shoulders; and lifting and carrying up to 24 pounds. 

 

 
 

This job description does not constitute an employment agreement between the employer and employee and is 

subject to change by the employer as the needs of the employer and requirements of the job change. 

 

ACKNOWLEDGEMENT: 

I have read this job description and fully understand the requirements set forth herein. I understand that this is to 

be used as a guide and that I will be responsible for performing other duties as assigned. I further understand that 

this job description does not constitute an employment contract with the City of Fairmont. 

 

____________________________  ____________________________  ___________________ 

Employee Signature    Printed Name     Date 


