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EMPLOYMENT OPENING

Position
Utility Billing Coordinator

Job Duties
Essential Duties include the following: 
· Greet visitors, answers telephone and assists customers, citizens and taxpayers.
· Provides information regarding water and sewer service and billing.
· Enter and process payments for new services.
· Assist in resolving customer disputes or conflict regarding accounts.
· Process  billings, connection and/or disconnection reports, and work orders.
· Upload and download meter reading information for billing.
· Monitors delinquencies and performs necessary follow-up to bring accounts current.
· Establish and maintain customer  files in accordance with best practices set forth by town policy.
· Perform daily cash collections and verification of amounts collected and daily balancing.
· Able to work independently and as part of a team.
· Performs other related duties as assigned.

Required skills/qualifications
High school diploma or equivalent
Excellent time management skills and detail orientation
Ability to maintain confidentiality


Employment Status
Full-Time

How to Apply
Submit cover letter and resume  including salary request to Attn.:  Hiring Manager,  Town of Santee | 194 Municipal Way | P.O. Box 1220 | Santee, SC 29142 or email to wwright@townofsantee-sc.org.
Pay Information
FLSA: Non-Exempt; $35,036 - $49,053 Annually 

Deadline
Open Until Filled

Equal Opportunity Employer
The Town of Santee is an Equal Opportunity Employer
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