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TOWN OF BRIDGTON

FINANCE and WASTEWATER CLERK
POSITION NARRATIVE

This position is responsible for the following:

1. Payroll production, record keeping and reporting functions;

2. Account payable and receivable functions not including taxes; and
3. Billing, receivables and record keeping associated with the wastewater system
Employee in this position performs under the general supervision of the Town Manager with considerable independence of action in accordance with applicable laws and following generally accepted accounting practices.  Work is reviewed through observation, verification, internal audit, and through fiscal audit.

LEVELS OF AUTHORITY AND DECISION MAKING:
X  ROUTINE ACTIONS AND FOLLOWING THE REQUIREMENTS OF THE PROCEDURES ASSIGNED TO THE POSITION TASKS.

___  DECISION MAKING RELATES TO INTERPRETTING POLICIES AND PROCEDURES AND APPLYING THOSE TO THE TASKS OF THE POSITION.

___ DECISION MAKING INCLUDES RECOMMENDING POLICY AND AMENDING PROCEDURES TO IMPROVE THE EFFICIENCY OF TASK COMPLETION.

SUPERVISION

This position is supervised by the Finance Officer and Wastewater Superintendent.
EXAMPLES OF WORK (These are examples only and not meant to be the complete listing.) 

Essential Functions: Payroll Clerk

Coordinates with Finance Officer for payroll processing.

Maintains payroll information by collecting, calculating and entering data.

Prepares reports by compiling summaries of employee earnings, taxes, deductions, leave, disability and nontaxable wages.

Distributes payroll checks to each employee or their supervisor.

Maintains employee confidence and protects payroll operations by keeping information confidential. 

Process and prepares the weekly payroll for all departments within the Town.

Prepares payroll related reports such as FICA, State and Federal withholding payments; maintains departmental records, and issues pay checks.

Processes all disbursement checks generated by the payroll system for direct deposit, IRA deposits, and general bank deposits, etc.

Submits necessary payments electronically or by mail for employee IRA contributions, insurances, State Taxes, Federal Taxes, etc.

Essential Functions: Accounts Payable Clerk
Coordinates with Finance Officer for accounts payable processing

Reviews all invoices for appropriate documentation and approval prior to payment

Prioritize invoices according to cash discount potential and payment terms

Process check requests

Respond to all vender inquiries

Reconcile vendor statements, research and correct discrepancies

Receives and processes invoices for payment in a timely manner taking all reasonable discounts on supplier invoices, prepares checks and maintains related records. 
Responsible for reconciling all accounts payable vendor statements against invoices paid and pending.

Essential Functions: Wastewater Clerk
Coordinates with Wastewater Superintendent for customer bill processing

Compilation and entry of wastewater meter reading information into the billing system.

Process and mail customer bills associated with the sewer system
Collection and posting customer payments associated with the wastewater system
Post late penalties and related notices associated with the wastewater system.
Is responsible for billing and receivables associated with the wastewater system. 

Maintains accurate and orderly files of properties on the Town of Bridgton wastewater system.

Maintains accurate and orderly files of all weekly wastewater meter readings.

Maintains accurate and orderly files of all state and federal licenses associated with the wastewater system.  
Generation of Certificate of Commitment of Sewer User Rates for Board of Selectmen Approval.
Preparation of liens for non-payment of user fees.

Assists the Wastewater Superintendent when necessary with clerical work associated with the wastewater system. 
General

Performs general clerical duties such as typing, filing, word processing, spreadsheets, and data entry and data retrieval.

Assists the Finance Officer in setting up all necessary reports and gathering all information that will be needed to complete an audit.  Also responsible for coordinating all the various department information needed to complete the audit process.

Willingness to accept supervision and to understand directions given by supervisor. 

Maintain files and documentation thoroughly and accurately in accordance with company policy and accepted accounting practices. 

Assists the Finance Officer and Wasterwater Superintendent with preparation of the annual budget.   

Performs other related work as required.

SKILLS, ABILITIES AND REQUIREMENTS OF THE POSITION

Knowledge of accounting principles and procedures particularly as applied to governmental accounting and computer systems.

Knowledge of Office tools such as Microsoft Office, MS Word, MS excel and accounting software.

Ability to establish and maintain effective working relationships with other Town Officials, employees and the general public.

DESIRABLE EXPERIENCE AND TRAINING
Experience in bookkeeping and accounting procedures.

Experience working with computer billing and budgetary systems.

Accounts payable and payroll experience and training.  

Experience working with TRIO systems.

High School graduation or any equivalent combination of experience and training.
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