
We are seeking a Utility Billing Clerk / Receptionist to become an integral part of our team.  

40 hours/week: Monday - Thursday 7:00 - 5:30 with 30 minute lunch; closed on Fridays. Salary based 

on experience. 

This position is responsible for providing excellent customer service to internal and external customers 

while performing utility billing functions and providing support to department operations. 

Duties include but are not limited to the following: 

• Provides excellent customer service by greeting and assisting customers with their needs in 

person, by phone or through email. 

• Completes cashier functions of collecting payments, other miscellaneous items needed and 

balancing/reconciling the cash drawer with a daily collection report. 

• Researches, analyzes, responds and follows through with customer inquiries regarding water, 

sewer, natural gas, and garbage services with corrective actions if needed to ensure customers' 

satisfaction. 

• Notifies customers of delinquency, returned checks, or other issues with their utility account as 

required. 

• Processes new connections, disconnections, work orders, and customer account maintenance by 

using utility billing software in accordance with City policy and procedures. 

• Contributes to team effort by performing other related duties as assigned, based on 

KNOWLEDGE, SKILLS & ABILITIES. 

• Considerable knowledge of clerical support functions required in conducting modern office 

duties. 

• Ability to communicate effectively in either oral or written form. 

• Ability to work effectively with all City personnel. 

• Ability to respond to inquiries and concerns from external and internal customers with consistent 

tact and courtesy. 

  



• NOW HIRING FULL TIME UTILITY BILLING CLERK/RECEPTIONIST. 
40 hours/week: Monday - Thursday 7:00 - 5:30 with 30 minute lunch; closed on Fridays. 
Salary based on experience. 

• We are seeking a Utility Billing Clerk / Receptionist to become an integral part of our team. 
This position is responsible for providing excellent customer service to internal and external 
customers while performing utility billing functions and providing support to department 
operations. 
Duties include but are not limited to the following: 
• Provides excellent customer service by greeting and assisting customers with their needs in 
person, by phone or through email. 
• Completes cashier functions of collecting payments, other miscellaneous items needed and 
balancing/reconciling the cash drawer with a daily collection report. 
• Researches, analyzes, responds and follows through with customer inquiries regarding water, 
sewer, natural gas, and garbage services with corrective actions if needed to ensure customers' 
satisfaction. 
• Notifies customers of delinquency, returned checks, or other issues with their utility account 
as required. 
• Processes new connections, disconnections, work orders, and customer account maintenance 
by using utility billing software in accordance with City policy and procedures. 
• Contributes to team effort by performing other related duties as assigned, based on 
KNOWLEDGE, SKILLS & ABILITIES. 
• Considerable knowledge of clerical support functions required in conducting modern office 
duties. 
• Ability to communicate effectively in either oral or written form. 
• Ability to work effectively with all City personnel. 
• Ability to respond to inquiries and concerns from external and internal customers with 
consistent tact and courtesy. 

• Please email applications and resumes to deedee.ockman@walker-la.gov if you are not applying 
through the Indeed site: 

• City of Walker job application link: 
http://www.walker.la.us/…/defa…/files//job%20application.pdf 

• INDEED.COM JOB POST LINK: 

• https://www.indeedjobs.com/city-of-walker/_hl/en… 

• APPLICATIONS/RESUMES BEING ACCEPTED THROUGH THURSDAY, FEBRUARY 20, 2020. 
INTERVIEWS TO TAKE PLACE ON MONDAY, FEBRUARY 24 & 25, 2020. 

•  

 

http://www.walker.la.us/sites/default/files/job%20application.pdf?fbclid=IwAR1Cc69douQ45wwxk1TP6guZwXu4crrbRM5rP2MffkA-SBgnDJEFszgRpF4
https://l.facebook.com/l.php?u=http%3A%2F%2FINDEED.COM%2F%3Ffbclid%3DIwAR3wYYtp7FY04ZmKr5gE2DMjtt16qNygeT7f1l3_dErajXyAHH7IQoGe_X0&h=AT2h2HFxrAW_89TLHwEdln0dEB61CzNS_A3lFiy56VnxS8_AiJQ8w_Shx2ElvEICvhmDIr0Elo2VvwQpL5o_piapgAGdGTyPd39PqhQE_ztc8oTQl95ZHyXKBj3fUpsnTtFC6udPbq5u8xEViwTVkYo3oHSIMWMJTXCiyaJsOEsX_2n9s9KaE7xZSF7Jz3gVBnTQM4v7AAimbag0YN_wsrTDSjJUvRuuY360oRdS3AxSjizanH11yekU2FSi0Qon8tltbAhA6zTWh8_9AI78In1xZz9mMPeMO6Y3RVFKxh2LnC4N8nOHW21NKYqqvTZH5VgJetbDCIxx966liRvWjeL8UsB3uTzPmUvPInhrOH0qt1fHeNZsFK1lvKk0UKbvVDXoP2-70AhP5ahctStXAqDq1gkBh6RUL_vlkUh1jkf_Wu8dh2vMSGxhMrxCPRoMPHfHwqFPl8f4SYETY2UCPPvTUhjkujgBG0DCsMdKTVPwn1K5Hnow6Hd3ZSkofw42_wW5VDaraPc1Gr6v6rtSqui2UuyAdGc869-18SZ4ZJvRbioJYEyl0epHf665uWacU1pusJplz3oHFHpA1r4j85tVgX-u4EtA6vB54i_J
https://www.indeedjobs.com/city-of-walker/_hl/en?cpref=JXWAtnzf3XWjLOi4YeVNLikN87qYWwuQT-OupWdcfUc&fbclid=IwAR3mAYpLJqQyLL01-7d5kMARDy6fTmm9inIVo9IcdeQ3WPIvlmgK5kjFMR4

