CITY OF KETTLE RIVER
Account/Office/Deputy Clerk

Position: Account/Office/Deputy Clerk

Department: Administration

Supervisor: City Administrator/Clerk-Treasurer

Supervision Exercised: None

Compensation Range: $13.00 - $19.20 hourly

Pay Equity Classification: 158

Hours: Eight to twelve hours per week, as assigned by Supervisor
Benefits: ESST

FLSA Status: Part-time, Non-exempt

JOB SUMMARY:  Assistant to the City Clerk/Treasurer.

QUALIFICATIONS: High School diploma or equivalent. Prior experience in computerized
accounting/bookkeeping and data processing desired. In addition, applicants must be able to type proficiently,
10-key and various computer skills (word processing, spreadsheets, and accounting).

JOB DUTIES:
1. Responsible for answering the telephone and waiting on customers in a timely and courteous
manner.
2. Planning and Zoning Commission.
A. Prepares bi-monthly agenda.
B. Attend Planning and Zoning Meetings.
C. Prepares minutes of meeting.
D. Research and prepares information/requests from Planning and Zoning Commission.
3. Water & Sewer Department Duties:
Prepares the meter reading report.
Prepares the monthly billing.
Posts payments to individual accounts.
Prepare bank deposits
Tracks unpaid accounts and sends out appropriate notification.
Creates a reconciliation sheet of monthly activity for audit.
4. Assists Clerk with correspondence and miscellaneous reports.
Responsible for Hall Rentals:
A. Keeps track of rental dates and money collected on calendar.
B. Determines whether to return damage deposit.
6. Obtain training and confidence to manage City Hall Office during Clerk’s absence.
7. Assist with clerical support.
A. Attend city council meeting and take notes
B. Transcribing meeting minutes and uploading them to city website.
8. Additional duties may be assigned by supervisor or Council.
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WORK ENVIRONMENT/PHYSICAL DEMANDS:

Requires the ability to sit for extended periods; have hand and arm dexterity adequate to allow for
extensive use of keyboard for data entry, to talk and hear with enough proficiency to allow for
communicating with customers by phone or in person and to have adequate vision to accommodate



frequent viewing of computer screens and printed reports. Frequent lifting and/or moving up to 25
pounds. Reasonable accommodations may be made to enable individuals with disabilities to perform
essential functions.



