
 

Job Title: Clerk 
Department: Business Office 
Reports To: Collector-Budget Officer 
Union: AFSCME Local 39 
Status: Full-Time, Non-Exempt 
 

The City of Waterloo has a residency requirement of residing within a 10-mile radius of City 
Hall. 
 

Position Summary: 
The Clerk is responsible for providing administrative, clerical, and customer service support to the 
Business Office, Collector-Budget Officer, Zoning Department, Public Works Department, Mayor, and 
City Council. Duties include processing utility and payroll-related tasks, and serving as a key point of 
contact for residents at City Hall. This role requires professionalism, confidentiality, attention to detail, 
and the ability to multitask in a dynamic environment. 

Essential Duties and Responsibilities: 

Administrative & Clerical Support: 

• Answer phone calls, direct inquiries, and respond to resident questions. 
• Greet and assist walk-in residents with payments, permits, and applications. 
• Open, sort, and distribute mail; process payments received via night drop. 
• Maintain bulletin boards and update community event information. 
• Inventory and coordinate purchasing of office supplies. 
• Provide clerical support for City departments and perform other duties as assigned. 

Utility Billing & Cashiering: 

• Post utility and miscellaneous payments. 
• Balance cash drawer daily and prepare bank deposits. 
• Process new utility account sign-ups, final bills, adjustments, and deposits. 
• Enter meter readings and ensure correct meter data and communication. 
• Generate monthly utility bills and upload billing files. 
• Create and track utility work orders and ACH payments. 
• Track delinquent accounts, send shut-off notices, and coordinate collections/write-offs. 
• Monitor payment agreements and follow up on bad checks. 

Payroll Processing: 

• Enter and maintain payroll data including time worked, deductions, and benefits. 
• Process payroll and generate direct deposits or checks. 
• Prepare and submit payroll tax reports (941s, W-2s, 1099s, IMRF, unemployment, etc.). 
• Track and report union dues and coordinate with union representatives (FOP, AFSCME, IBEW). 



• Monitor vacation, compensatory time, and employee benefits per union contracts. 

Account Payables: 

• Processing and managing accounts payable, including invoice verification and timely payment. 
• Performing bank reconciliations to ensure accuracy of financial records. 

Customer Service: 

• Serve as the first point of contact at the front counter and phone line. 
• Assist residents with city matters, handle complaints, and provide information. 
• Ensure courteous, accurate, and professional service at all times. 

Required Knowledge, Skills, and Abilities: 

• Proficient in Microsoft Office (Word, Excel, Access) 
• Strong organizational, communication, and interpersonal skills. 
• Ability to handle sensitive information with a high level of confidentiality. 
• Capable of multitasking and adapting to shifting priorities. 
• Knowledge of payroll and utility billing processes is preferred. 
• Strong attention to detail and ability to make independent decisions based on city policies. 

Education and Experience: 

• High school diploma or GED required. 
• Minimum of 3 years of related experience in administrative, accounting, utility billing, or payroll 

functions preferred. 

Tools and Equipment Used: 

• Computer, word processing and spreadsheet software, accounting and payroll software. 
• Telephone, calculator, electric typewriter, copy machine, fax, scanner, postage meter, two-way 

radio. 

Physical Requirements: 

• Occasionally lift and/or carry up to 30 lbs.; push/pull up to 20 lbs. 
• Frequent typing, handling, and reaching. 
• Occasional walking, standing, bending, stooping, kneeling, and climbing. 

Compensation and Benefits 

• Pay Range:  $20.88-$34.80 an hour 
• Benefits include: Medical, Dental, Vision, Life Insurance, Vacation, Sick, Personal Days, and IMRF 

Retirement 

 


