(Insert System Name)

Office Manager/Secretary

Job Summary:

Under the supervision of the Board of Directors or the manager of the (insert system name), the secretary performs the tasks necessary for proper management and operation of the association. This is a full time position that works under minimum supervision. This individual is hired by the full board. There will be a probationary period, which will be established by the board. Evaluations are considered at the end of the probationary period and then annually thereafter in a month specified by the board.

Requirements:

Requires a minimum high school diploma or GED. Any experience in accounting and working with the public is preferred, but not mandatory.  Because this individual will be in charge of handling the cash assets of the association they must be bonded, therefore no person with a felony criminal record can be considered for the position. Also, the individual must have a basic knowledge of computer operations.

Duties:

1) Prepares the water bills each month, (posting meter readings, printing and mailing bills).

2) Receives, posts, and deposits all customers water payments.

3) Prepares all reports for the manager and the board. (Accounts receivable, cutoff lists, usage summaries, and billing registers.)

4) Maintains check registers, cash receipts journal, monthly disbursement and collection summaries.

5) Prepares checks for the board’s approval and signature.

6) Prepares payroll.

7) Presents monthly to the board the vendor invoice claims, along with the remittance checks for approval.

8) Maintains files for applications for new customer service, transfers, and termination of service in individual customer files.

9) Performs all of the general office duties. (Ordering supplies, answering the phone, keeping office open during business hours), etc.

10) Taking emergency calls and responding to them according to the association’s SOP’s.

Other Duties:

1) Handles customer inquiries and complaints related to water service and billing.

2) Supervises any clerical help.

3) Prepares for and assists the auditor in developing the annual audit.

4) Assists the board in developing the annual budget.

5) Works closely with the board and the manager in the day-to-day operations of the association.

6) Advises and assists the board regarding financial and administrative procedures.  

