CITY OF SILVERTON

JOB ANNOUNCEMENT 23-11
The City of Silverton is an Equal Opportunity Employer

Job Title | Account Clerk I

Job Hours | 20 hours a week, schedule will vary

Hourly Range | $21.2137 to $27.0747

Benefits | The City offers an excellent benefits package; pro-rated for this position, it includes
employee health, dental, vision, long-term disability, and life insurance, generous
family coverage options, City-paid employee contribution to PERS, and options to
contribute to deferred compensation plans.

Location | Silverton City Hall, Finance Department
306 S. Water St., Silverton, OR 97381

Application Dates e Open — June 30, 2023
e First review will take place July 13, 2023
e Position open until filled

To Apply | Please visit www.silverton.or.us/jobs for application materials and complete job
description.

Applicants should attach all of the following and submit to HR@silverton.or.us or
deliver to City Hall:
1.  Completed City of Silverton Employment Application

Veterans’ | Candidates eligible for Veterans’ Preference must complete a City Veterans’ Preference
Preference | Form (available with City of Silverton Application) and include appropriate
documentation to receive Veterans’ Preference points.

Our Mission is to provide exceptional public service that ensures safety, maintains infrastructure, preserves our unique
heritage and protects our natural resources, while proactively pursuing emerging opportunities to enhance our quality of life.

We have a vision for Silverton in 2035, we envision a Silverton that honors its history, traditions and heritage, embraces
diversity, encouraging thoughtful change while celebrating our past, present and future. Out future Silverton is a connected
community with broad citizen engagement, a clear vision for the future, and a detailed plan of action to achieve it. We
envision a Silverton with a strong economy and viable, locally owned businesses, carefully balancing economic growth with
our continued small-town livability, quality of life and affordability. Our Silverton is guided by a comprehensive plan for our
future growth, with strong leadership, meaningful public involvement, informed decisions, and agreement on our
community’s key directions. We envision a Silverton that meets the basic needs of all of its residents, including quality jobs,
affordable housing, accessible health care, and community safety. Education in our Silverton is a top priority for the entire
community, providing our students with the best start in life, driving our community’s progress, and shaping its future.

We are looking for our next Account Clerk I to join our team and help us maintain our mission and move forward toward our
vision!

Position Summary: (Refer to the job description for a detailed list of duties and working conditions)

This position performs a variety of routine office activities, including greeting the public, answering telephones, cash
receipting, handling utility service requests, processes and routes forms and utility applications, preparing the Finance
Department’s outgoing mail for post-office delivery, entering data to financial accounting system as well as other duties
assigned by the Assistant Finance Director or Finance Director.

ESSENTIAL FUNCTIONS: Tasks listed are intended to be descriptive and not restrictive. An employee in this
classification may perform any of the tasks listed; however, these examples do not include all the tasks which an employee
may be expected to perform.


http://www.silverton.or.us/jobs
mailto:HR@silverton.or.us

* Serves as City Receptionist, answers telephones, transfers calls, and answers questions about general City business and
utility accounts; calculates utility billing account balances for customers; handles various complaints and concerns; covers
the front office during scheduled; time off, breaks and lunches of other Finance employees.

* Accepts and processes utility, court and miscellaneous payments from walk-in customers and those received through the
mail and drop boxes; prepares work orders for utility changes, such as turn-ons and turn-offs; manages past due utility
accounts; mails invoices for miscellaneous accounts receivable; and provides and monitors parking permits.

* Prepares accounts payable and other outgoing mail for the Finance Office. Handles filing, makes copies, scanning and
performs other general office duties.

MINIMUM QUALIFICATIONS:
* High School Diploma or GED equivalent and a minimum of one (1) year of responsible related experience or a combination
of education and experience.

KNOWLEDGE REQUIRED:

* Common desktop productivity software such as spreadsheets, word processing, data entry and accounting systems.
* Modern clerical and office procedures and methods

» Accounting principles and practices

* Customer service and human relation skills

SKILLS REQUIRED:

* Cash handling, operation of cash register, computer and related software applications. The ability to use printers, copy
machine, postage machine, fax machine, telephone, and 10 key calculator by touch

* Provide quality customer service and attention to detail

* Ability to quickly make accurate arithmetic computations

* Accurate processing of receipts and computer entries

» Communicate effectively both verbally and in writing

*» Research account discrepancies and customer questions

* Prioritize and organize work load to meet deadlines

* Plan and complete various tasks beyond the regular daily routine

* Building and maintaining positive relationships with co-workers, other staff, and citizens

* Ability to work under pressure and handle frequent interruptions

* Ability to make independent decisions within policy and local, state and federal laws, rules and regulations.

LICENSING REQUIREMENTS:
* CJIS certification within 30 days of hire
* ICS 100, 200 & 700 training within 30 days of hire

PHYSICAL ACTIVITIES/REQUIREMENTS:

Duties are primarily performed in an office environment. While performing the duties of this job, the employee is frequently
required to walk, stand, sit, talk or hear; use hands and fingers; handle, feel or operate objects, tools, or controls, and reach
with arms and hands. The employee is occasionally required to climb or balance stoop, kneel, crouch, or crawl. The
employee will use a personal computer and various software programs, motor vehicle, phone, 10-key calculator copy and fax
machines, and other related tools and equipment necessary to complete assigned job functions. Occasionally may be required
to lift office supplies and equipment weighing up to 25 Ibs.



