Job Title:  Accounts Receivable Clerk

Summary:  Under general supervision, performs the collection function for customer bills and collects payments due.  Monitors and applies all receipts to payments and maintains records.

Essential Duties:  Collects payments due.  --  Reviews billing statements prior to mailing.  Provides information to other departments concerning bills.  Issues check requisitions for credit balances.

Monitors and applies receipts of payments and processes final accounting on cancelled accounts.

Communicates with clients regarding payment plan questions.

Enters adjustment batches on computer.

Marginal Duties:  Assumes other responsibilities as apparent or assigned.

General Requirements:  High School diploma or equivalent.

1 year experience in customer relations, or related field.

Knowledge of company operations and types of services offered.

Math skills.

Skilled in use of computer and calculator.

Written and oral communication skills.

