
 
 

 
ACCOUNT CLERK III 

 
This job description is intended to present a descriptive list of the range of duties performed by 
employee(s) in this municipality and is not intended to reflect all duties performed within the job. 
 
SUPERVISOR: City Administrator, City Treasurer and/or City Clerk 
 
SUPERVISE: None 
 
SUMMARY DESCRIPTION 
 
The Account Clerk III is an entry-level clerical position that performs routine accounting and 
administrative tasks with close supervision. This position supports daily financial operations, customer 
service, and recordkeeping functions across City departments. The role focuses on utility billing, data 
entry, and payment processing.  
 
EXAMPLES OF WORK PERFORMED 
 
ESSENTIAL FUNCTIONS: The following examples of work are illustrative only and are not intended to 
be all inclusive. 
 
Assists with all functions of Account Clerk I 
 
Receives and records utility payments and other receipts. 
 
Reviews and verifies vendor invoices; enters data into accounting software. 
 
Assists with mailing bills, invoices, and customer notifications. 
 
Balances daily receipts and prepare deposit slips. 
 
Responds to basic inquiries from customers or vendors. 
 
Prepares and processes service orders and updates utility accounts. 
 
Files and maintains accounting documents, forms, and logs. 
 
Supports senior clerks in preparing check runs, grant documents, or reports. 
 
Assists with meter reading reports and disconnect lists. 
 
Provides clerical support for inventory control activities including data entry, filing, and assisting in 
maintaining property and equipment records. 
 
Supports purchasing functions by gathering basic pricing information and routing approved orders for 
processing. 
 
Perform other duties as assigned. 
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QUALIFICATIONS 
 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 

Knowledge and Ability to: 

 Learn standard accounting practices and financial software. 
 Follow written and verbal instructions accurately. 
 Communicate effectively and provide courteous customer service. 
 Accurately input data and perform basic mathematical operations. 
 Prioritize tasks in a fast-paced environment and maintain confidentiality. 

 
PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
 
The conditions herein are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential job functions.  
 

Environment: Work is performed primarily in a standard office environment with some travel to 
different sites; may work extended hours including evenings and weekends, and may be required to 
travel outside City boundaries to attend meetings. 
 
Physical: Primary functions require sufficient physical ability and mobility to work in an office 
setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, 
reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate 
office equipment requiring repetitive hand movement and fine coordination including use of a 
computer keyboard;  to travel to other locations using various modes of private and commercial 
transportation; verbally communicate to exchange information. 

 
EDUCATION AND EXPERIENCE 
Any combination of education and experience that would likely provide the required knowledge and 
ability is qualifying.  A typical way to obtain the knowledge and abilities would be: 
 

Education/Training:  High school diploma or GED required. Two (2) years of general clerical, 
cashiering, or bookkeeping experience required or any equivalent combination of training and 
experience that provides the required skills, knowledge and abilities.   Associates degree with a 
major in accounting, business administration, public administration, or related field may substitute 
for experience on a year for year basis. Must be able to acquire State notary status. 

 


