Utility Billing Clerk – Public Works Department 
Full-Time Hourly Non-Exempt 

JOB SUMMARY: 
Under general supervision, performs duties necessary for the day to day operations of the billing department, using independent discretion and judgment, handles procedures for customer service, billing and receiving.

MINIMUM QUALIFICATIONS REQUIRED: 
HS diploma or GED; supplemented by a minimum of 2 years previous experience and/or training involving general office work, customer service, cashiering, basic bookkeeping, record/file maintenance, personal computer operations, and experience in area of assignment; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job. Duties involving handling of cash funds may require ability to be bonded. Computer experience in Microsoft Word, Excel, and Outlook a must.   

The City of Dawsonville is an Equal Opportunity Employer and a Drus Free Workplace.

This position is Open Until Filled 

Employment Application (with Resume, if applicable) can be submitted by the following:

Facsimile:  
(706)265-4214

Email:  
clerk@dawsonville-ga.gov
Mail:
P.O. Box 6
Dawsonville, GA 30534

In person:
8:00 a.m. – 4:30 p.m.
415 Hwy. 53 East 


