
ADMINISTRATIVE ASSISTANT/UTILITIES OFFICE CLERK 

 

A.  RESPONSIBLE TO:  Village Administrator 

 

B.  GENERAL DUTIES:  To provide continuity to the Village Administrative  

     Offices by assisting and providing support to the Mayor, Police Chief, and 

     Village Administrator, so that they can provide maximum time and attention 

     to the administration of the Village.  To provide support necessary to assist 

     other Village personnel in the performance of their duties and responsibilities 

     to the Village.  Maintain confidentiality of village office business. 

 

C.  QUALIFICATIONS:   

1.  Advanced typing and computer skills. 

2.  Notary Public 

3   Proficient skills in Word and Excel. 

4.  Knowledge of filing systems. 

5.  Ability to operate two-way radio. 

6.  Background in bookkeeping and maintenance of financial records. 

7.  Ability to work cooperatively and confidentially with all Village  

     personnel. 

8.  Ability to be pleasant with customers and helpful with their requests. 

9.  Basic knowledge necessary to complete paperwork for Village 

     Police Department. 

10.  Basic knowledge and/or experience in Village or related secretarial 

     positions. 

11. Ability to prepare materials accurately on a minimum time schedule. 

12. Knowledge of spelling, English usage, and communications skills. 

13. Ability to use fax machine, calculators, reproduction equipment, 

      and other office equipment. 

 

 

D.  SPECIFIC DUTIES: 

1.  Utility Accounts: 

a.  Answer phones and screen calls. 

b.  Greet and screen visitors. 

c.   Issue water and sewer tap permits. 

d.   Preparation of monthly utility bills.  

e. Collect water and sewer payments. 

f. Process utility payments received in mail and night drop  

g. Make deposit of mail, night drop and previous day’s receipts 

h. Enter utility payments into computer 

i. Post penalty to accounts 

j. Prepare and mail delinquent notices 

k. Prepare list for water department as to the residents to shut off due to 

non-payment 

l. Enter new account addresses, change owners, etc. 



m.  Monitor two-way radio and disseminate information to and  

      between Village workers. 

o.  Schedule Appointments for meter repair. 

p.  Sort and distribute mail. 

 

  3.  Zoning: 

a. Issue building permits for village residents upon approval of Zoning   

   Inspector. 

b. Provide building permits to County Auditor on a quarterly basis. 

 

3.  Village Administrator 

a.  Prepare correspondence and memoranda either by dictation or 

     written instructions. 

b.  Maintain filing system. 

c.  Prepare documents and legal advertisements. 

d.  Prepare letters for residents on non-compliance issues. 

d.  Any other duties assigned by the Village Administrator. 

 

4.  Fiscal Officer 

a.  Assist in work performed by the Fiscal Officer in their absence. 

 

 

 

 

 

 

 

 


