
ACCOUNT CLERK/SECRETARY 
 

Definition 
 
Performs secretarial duties and limited bookkeeping related to District operations; assists with 
receivables, payables and purchasing; types correspondence, forms and reports. 
 

Supervision Received and Exercised 
 
Works under the supervision of the General Manager in the performance of assigned duties. 
Receives oversight from the Deputy Finance Officer with regard to utility billing and purchasing.  
 
Supervision is not a normal responsibility of this position. 
 

Examples of Important Responsibilities and Duties 
 
- Serves as receptionist for the District office, answering the telephone and greeting visitors; 
answers routine inquiries of the public and gives out forms and documents; provides the general 
public with pertinent information concerning fire regulations, recreation facilities, and Site 
Development Standards; maintains a supply of forms for distribution to the public. 
 
- Receives, distributes and dispatches mail. 
 
- Acts as cashier in receiving payments over the counter and by mail; prepares purchase orders; 
keeps outstanding purchase orders and invoices in order to prepare for accounts payable; 
balances cash receipts and prepares bank deposits; enters utility payments, meter readings, 
charges and other data into database; processes utility bills including delinquency notices, 
closing bills and turn-off notices; handles routine inquiries regarding utility bills; assists with 
processing of payables, purchase orders, time cards, leave slips, and checks; makes bank 
deposits; generates and reconciles varied reports using online billing and accounting systems 
data base; and collects money from borrowers whose accounts are in arrears.  
 
- Prepares agendas, correspondence, minutes and reports from dictation or general instruction; 
answers routine inquiries regarding District operations; files documents. 
 
- Researches and assembles information from a variety of sources for the completion of forms or 
the preparation of reports. 
 
- Performs related duties as required for the operation of the District Office. 
Typical Physical Activities 
 
- Operates automobile in making bank deposits. 
 
- Communicates orally with District management, co-workers and the public in face-to-face, 
one-on-one settings. 



- Regularly uses a telephone or radio for communication; uses office equipment such as 
computer terminals, calculators, copiers and FAX machines. 
 
- Sits for extended time periods; hearing and vision within normal ranges; occasionally lifts 
boxes of paper; bends to access files. 
 

Qualifications 
 
Knowledge of:  Standard office practices, bookkeeping practices, business English, spelling, 
composition and mathematics; correct English usage and standard formats for typed materials; 
basic business data processing; principles and use of word processing. 
 
Ability to:  Make decisions independently in accordance with established policy; use tact and 
judgment in dealing with the public; type accurately at 40 words per minute; make arithmetic 
calculations with speed and accuracy; organize research and maintain office files; maintain 
effective working relationships. 
 
Experience and Training Guidelines:  Three years of responsible experience in bookkeeping and 
secretarial work and graduation from high school with course work emphasis on business skills; 
or completion of community college or business school secretarial training; or any satisfactory 
combination of experience, training and skills.  Desirable: Computer experience with word 
processing, spreadsheets and bookkeeping. 
 
Possession of a California Class C driver’s license or ability to obtain one within three (3) 
months of employment. 
 


