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     0B0BPosition:   Account Clerk 
8B8B     Department:   Finance 
     Classification:  Temporary Full-Time 
     Salary Range:   
9B9B     Probation Period:  Six (6) Months 
 

 
1B1BUUGENERAL STATEMENT OF DUTIES 
Performs skilled office work accepting, processing, and remitting information on behalf of the City.  
Provides bookkeeping, clerical, and secretarial services to various City departments. Provides 
general assistance and guidance to the public. Performs related work as required. 

 
2B2BUUDISTINGUISHING FEATURES OF THE CLASS 
An employee in this classification may use standard office equipment such as telephone, fax, 
computer, copier and other equipment found within a typical office environment. Work is 
performed under immediate supervision of the Finance Officer. 

 
3B3BUUESSENTIAL FUNCTIONS 
Primary responsibility for the reception of customers in the office and via telephone.  Prepares 
utility billing, collections, and other bookkeeping duties as necessary.  Maintains accurate files.  
Serves as the secretary and staff support to various City commissions and committees.   Interacts 
with the public and is accepting of complaints, requests, and suggestions. 

 
4B4BUUEXAMPLES OF WORK  

- Greets and assists visitors. 
- Receives, screens, and directs telephone communication.  Takes/delivers messages 

as needed.    
- Operates standard business machines including: computer, 10 key, cash register, 

digital recorder, fax, copier and multi-line phone system. 
- Typing, processing simple documents, recording data, filing, faxing, copying, 

preparation of forms, memos, letters, and reports. 
- Assists with the collection of fees for permits, licenses, and fines.  
- Identifies bookkeeping inaccuracies and determines sources of errors by researching 

account records and making correcting entries. 
- Responsible for the collection, coordination, and distribution of all mail items. 
- Receives cash, checks, and or money order payments and issues receipts. 
- Coordinates purchase of office supplies and other special purchasing needs. 
- Generate daily, weekly, monthly, and annual account reports. 
- Updates basic website data on a daily or weekly basis. 
- Generates municipal work orders and tracks them to completion. 

- Coordinates special projects and performs related tasks as required. 
 
 
5B5BUUWORK CONDITIONS 

- Employees of this position may be subject to working hours beyond that of a normal 
scope and may be required to report for duty under emergency conditions. 

- Physical efforts involve standing, sitting, reaching, walking and the lifting of up to 25 
lbs. 

- Extended periods of sitting/standing and use of computer keyboards/monitors. 
- Infrequent exposure to the elements and adverse conditions. 

 

6B6BUUREQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 
- Working knowledge of complex word processing, spreadsheet and querying software. 
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- Working knowledge of bookkeeping practices. 
- Effective verbal and written skills, good proofreading and spelling skills. 
- Proficient in the use of business math and understanding and use of basic analytical 

skills. 
- Proficient in the use of computers and standard office machines. 
- Skill in establishing and maintaining subject matter files. 
- Excellent organization skills. 
- Ability to meet time deadlines. 
- Ability to maintain a high level of confidentiality and integrity with regard to customer 

records, financial material, and other sensitive information. 
- Ability to operate office equipment associated with this position. 
- Ability to pleasantly and effectively interact with the public on a daily basis. 
- Ability to communicate effectively orally and in writing. 
- Ability to maintain an acceptable public relations image. 
- Ability to maintain a high level of accuracy with regards to data entry and processing. 
- Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals accurately and quickly. 
- Ability to establish successful working relationships. 
- Ability to work under pressure and/or with frequent interruptions. 
- Ability to read and comprehend instructions, correspondence, and memos. 

 

7B7BUUMINIMUM EDUCATION AND EXPERIENCE 
High School diploma, High School Equivalency Diploma, or G.E.D. Certificate; supplemented by 
two (2) years of related bookkeeping experience; or any equivalent combination of education, 
training, and experience.  
 
The City of Hill City is an Equal Opportunity Employer. In compliance with Equal Employment 
Opportunity guidelines and the Americans with Disabilities Act, the City of Hill City provides 
reasonable accommodation to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 
 
The City of Hill City is a drug free work place. 
 
 

City of Hill City      Human Resources 
243 Deerfield Road       Phone: (605) 574-2300 
P.O. Box 395       Fax: (605) 574-4327 
Hill City, SD  57745        
       


