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Job Title: Office Associate FLSA Status: Non-Exempt 

Department: Office Reviewed By: Mari Lauer, Admin Manager 

Approved By: Dale Lythjohan, General Manager Approved Date: 2/28/20 

           
 

GENERAL PURPOSE 
The Office Assistant is part of a small but dynamic team focusing on providing exemplary customer service to 
internal and external customers; tasks include customer service, billing, collections and accounts payable.  This 
position reports to the Administrative Manager. 
      
ESSENTIAL DUTIES AND RESPONSIBILITIES 
The following duties are normal for this position; some of which will need to be mastered through utility 
experience.  These are not to be construed as exclusive or all-inclusive.  Additional duties may be required and 
assigned. 
 

 Answer telephone, directing calls to appropriate staff members  

 Take customer payments at drive-up window and counter 

 Assist customers with account related questions 

 Assist with trouble calls and requests - streetlights, troubleshoot different scenarios when needed, 
write up electric and water service requests 

 Record information from customers when initiating and terminating utility service  

 Monitor and direct general mail emails and voicemail message to appropriate staff members 

 Prepare daily cash deposit, including opening mail, reconciling cash and checks with remittance stubs 
and recording deposit for accounting purposes  

 Apply payments to customer accounts  

 Organize vendor packing slips and invoices, verify invoices and distribute for approval  

 Manage the needs of title companies; respond to inquiries, set up accounts, track deposits/payments 
and generate special assessment letters 

 Maintain electronic and paper filing systems for billing-related records organized  

 Complete administrative tasks and projects as needed 

 Handles sensitive information or issues with empathy and confidentiality 
 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
 
QUALIFICATIONS AND REQUIREMENTS 
 
Education and/or Experience 
High school diploma or equivalency required, customer service experience preferred.  A utility background is a 
plus. 1-3 years of relevant experience in an office setting preferred. 
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Language Skills 
Ability to effectively communicate with customers and staff, both in-person, via email and by phone.  Ability to 
write error free reports, business correspondence and procedural documents.   
 
Mathematical Skills 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, 
and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret graphs. 
 
Reasoning Ability 
Ability to solve practical problems and deal with a variety of situations where only limited standardization 
exists.  Be able to plan, organize and prioritize multiple work assignments simultaneously and be able to work 
effectively with interruptions. 
 
Computer Skills                       
To perform this job successfully, an individual should have a good working knowledge of Microsoft Office suite 
and be proficient on a 10-key keypad.   
 
Physical Demands 
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, 
or touch objects, tools, or controls; and talk or hear. The employee is occasionally required to stand; walk; 
reach above shoulders; and stoop, kneel, or crouch.  The employee must occasionally lift and/or move office 
supplies, files, reports etc., weighing up to 25 pounds.  
 
Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth 
perception and ability to adjust focus. 
 
Work Environment 
The work environment is a professional office environment where a business casual dress code is in effect.  
The noise level in the office is usually moderate including telephones, customers and office equipment. 
 
Additional Qualifications  
Excellent organizational skills, ability to prioritize, strong attention to detail and comfortable working with a 
team and independently. 
 
 
 


