
Accounting Clerk Job Description: 
 
General Description:  This position maintains utility records including customer sales, 
accounts payable(s), receivable(s) and ensures proper disclosure of all fiscal transactions in 
accordance with generally accepted principles of governmental accounting. Responsible for a 
wide variety of general accounting and financial activities of the Utility. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but other duties may be 
assigned: 

 Preparation of monthly, quarterly and yearly financials. 

 Prepares bi-weekly payroll, including the preparation of FICA, federal and state payroll 
deductions. 

 Prepares W-2s, W-3s and other necessary state forms such as sales tax. 

 Prepares the accounts payable on a monthly basis, 

 Monitors the accounts receivables through monthly reconciliation. 

 Processes cash receipts. 

 Prepares ACH files. 

 Notifies delinquent accounts and requests deferred payment agreements. 

 Responsible for preparing red-tag notifications. 

 Prepares delinquent accounts for placement on tax-roll. 

 Prepares Utility license fee renewals. 

 Assists in answering telephones and customer service when needed. 

 Cross trains Billing Clerk to assist with accounting and payroll functions.  
 

QUALIFICATION REQUIREMENTS: The requirements listed below are representative of the 
knowledge, skill, and/or ability required. 

 Ability to prioritize tasks and assignments to meet deadlines. 

 Considerable skill in interpreting and evaluating difficult accounting problems. 

 Considerable skill in preparing, analyzing and interpreting extensive and complex 
account records and reports. 

 Considerable knowledge and use of computerized accounting systems.  North Star CIS 
and Dynamics Accounting software is preferred but not required. 

 Good skill in dealing with the general public and other contacts in a courteous and 
tactful manner. 

 Advanced knowledge and experience with personal computers including knowledge of 
Microsoft Office Suite applications, email systems and integrated financial software 
systems. 

 Ability to communicate effectively, orally and in writing. 

 Good knowledge of banking practices. 

 Must be detail-oriented and accurate in the performance of job responsibilities. 
 
CERTIFICATES, LICENSES, AND SPECIAL REQUIREMENTS: 

 Valid Wisconsin driver’s license. 



 Requires strong communication skills. 

 Minimum requirements include completion of college level coursework with a 
Bachelor’s or Associate’s Degree with a major in Accounting or Business 
Administration, and two years of accounting experience in a governmental agency, or 
a combination of training and experience which provides the following knowledge, 
skills, and abilities. 

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT:  Describes the physical demands 

required to perform the essential functions of the job and the work environment that 
the employee will encounter. 

 The employee is required to work on general office equipment. 

 The employee may occasionally lift and/or move office files and objects up to 50 
pounds. 

 Work is often indoors in an office environment, but employee may need to meet with 
business associates, clients, or customers in the field or at other locations. 

 
Compensation and Benefits: 
An excellent fringe benefit package is included with this position including, health insurance, 
sick leave, paid holidays, paid vacation and participation in the Wisconsin Retirement 
System. 
 

Residency is not required but, is preferred. 
 

Benefits per current CWL Personnel Policies and Procedures handbook.   
 


