
CITY OF WINDOM 
POSITION DESCRIPTION 

 
Position Title: Administrative Assistant II - Customer Service/Accounts 

Payable/Misc. Accounts Receivable  
 
Supervised By:  Finance Director 
 
Salary Range:  Grade 3 
 
Hours Worked: The normal workday and work is 8:00 a.m. to 5:00 p.m. Monday 

through Friday, approximately 25 hours per week.  Flexible 
schedule based on work load. 

 
 
JOB SUMMARY 
 
Under the direction of the City Administrator or Finance Director/Controller, this position is 
primarily responsible for providing customer service and moderately complex administrative 
support through clerical duties and general accounting tasks primarily related to customer 
service, cash reconciliation, accounts payable, and non-utility City accounts receivable. 
Responsibilities also include general customer service duties including assisting the public with 
questions, payments, complaints, and utility/telecom service installs/changes. Responsibilities 
may include preparing administrative reports and correspondence, a variety of data entry 
assignments in updating City records, and other related support tasks as delegated by the Finance 
Director/Controller or City Administrator. 
 
Supervision Received:  Works under the general and administrative supervision of the City 
Administrator or Finance Director. 
 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Ability to perform a variety of secretarial and clerical support tasks. Responsible for front 
counter/reception area and customer service. 
 
Knowledge of the operation of computers and computer software and the ability to prepare 
correspondence and documents through the use of word processing, spreadsheets, data entry and 
billing software.   
 
Ability to prioritize duties and assignments.  
 
Ability to verify, identify or locate errors when balancing loans/payments/cash, etc.  
 
Performing duties and tasks that require considerable attention to detail, precision and accuracy 
in recording, entering, tracking or monitoring City record maintenance activities.  
 
Ability to learn and apply City office routines, systems and office procedures. Operating and 
using general office equipment including copiers, fax machines, duplicating equipment, internet, 
telecommunications equipment and voice mail.  



 
Ability to learn and acquire skills and knowledge of other positions within area of assignment.  
 
Ability to communicate clearly and effectively, both orally and in writing. 
 
Ability to keep accurate records and prepare reports. 
 
Ability to occasionally lift and move up to 40 pounds. 
 
 
 
TYPICAL DUTIES PERFORMED 
 
Serves the public receiving payments for taxes, permits, licenses fees, utility/telecom billings, 
and other miscellaneous billings; balances cash and makes deposits.  
 
Provides customer service both in person and by telephone; screens and refers callers and 
visitors; taking and transmitting messages; answers routine questions concerning department and 
city functions, services and procedures.  
 
Serves as contact for customer inquiries; collects pertinent information and creates trouble tickets 
in the billing system for any utility/telecom service issues.   
 
Enters payment arrangements with past due utility/telecom customers. 
 
Processes receipts and accounts receivable billing, enters data, and prepares correspondence, 
memoranda, reports, invoices, statements, documents and other material. 
 
Records cash deposit entries into city financial system for daily utility/telecom remittance 
batches as well as deposit activity for other city departments including but not limited to, liquor 
store, community center, arena, and recreation. 
 
Processes vendor payable items and completes weekly batch of vendor payments in financial 
system; prints and mails checks payments and submits EFT payments through the bank.   
 
Maintains the vendor file in the financial system by updating address information, payment 
terms, and W-9 documents as needed.  
 
Completes non-utility City invoicing including airport fuel sales, arena sign advertising, fire and 
ambulance charges, and other miscellaneous invoicing as needed.  
 
Assists with coordination and staffing of city primary, special and general elections. 
 
Purchases supplies and materials as needed for the City office. 
 
Possesses the ability to establish and maintain effective working relationships with other 
employees and the public and to deal with public relation problems courteously and tactfully. 
 
Performs related duties as apparent or assigned. 
 



The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of statements concerning specific duties does not exclude them from 
inclusion in this position if the work is similar, related or a logical assignment for this position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 
 
QUALIFICATIONS 
 
Minimum requirement:  Two years clerical experience, high school diploma or equivalent, 
computer experience using word processing, spreadsheets, database and billing software, 
customer service experience.   
 
Desired:  Business school graduate, two years customer service experience. 
 
 
 
Date: March 18, 2021 
 
Approval:____________________________ Approval:______________________ 
             Personnel Committee                                             City Administrator 
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