NAVARRO MILLS WATER SUPPLY CORPORATION

JOB DESCRIPTION


JOB TITLE: Part-Time Office Clerk					JOB NO: O/C-002
									FLSA: Non-Exempt
JOB FAMILY: Office/Clerical						SAFETY SENSITIVE: No

Job description statements are intended to describe the general nature and level of work being performed by employees assigned to this job title. They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required.

GENERAL SUMMARY

Under close to general supervision, performs general office duties. Undertakes a variety of activities pertaining to clerical and financial operations; and performs a variety of technical tasks related to assigned areas of responsibility.

SUPERVISION

Close to general supervision is provided by the Office Manager and/or General Manager.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1.	Maintain spreadsheets, budgets, financial reports, etc. on the computer.

2.	Maintain records of minutes of all special and regular meetings.

3.	Communicate with customers regarding payments, bills, complaints and inquiries. Resolve customers issues.

4.	Keep Office Manager informed of business activities.

5.	Prepare and maintain copies of official documents and written policies of the Corporation.

6.	Maintain safe keeping of important papers and documents.

7.	Maintain records of accounts receivable and accounts payable.


8. 	Assist with maintaining bank account check and deposit registers.

9.	Prepare all phases of month end entries to maintain General Ledger.

10. 	Prepare financial reports.

11. 	Assist Office Manager with annual audit.

12.	Perform general office duties; cleaning, customers service, answering phone calls, ordering materials/supplies, etc.

13.	Perform other duties as assigned.

MINIMUM JOB REQUIREMENTS

	EDUCATION

	High School Diploma or equivalent

	LICENSE

Possession of a valid Class C Texas driver’s license 

COMPETENCIES

An employee’s performance will be evaluated based on six employee competencies.

The six employee competencies are:

1) Customer Service; 2) Attendance & Punctuality; 3) Ethics & Integrity; 4) Flexibility;
5) Job knowledge; and 6) Teamwork.

PHYSICAL REQUIREMENTS / WORK ENVIRONMENT

	Rare = 1 – 10%
	Occasional = 11-33%
	Frequent = 34-66%
	Continuous = 67-100%



Mark with an “X”

	Activity
	Not at all
	Rare
	Occasional
	Frequent
	Continuous

	Bend / Stoop
	
	
	X
	
	

	Twist at waist
	
	
	X
	
	

	Squat
	
	
	X
	
	

	Crawl
	
	X
	
	
	

	Climb
	
	X
	
	
	

	Reach above shoulder
	
	
	X
	
	

	Crouch
	
	
	X
	
	

	Kneel
	
	
	X
	
	

	Balance
	
	X
	
	
	

	Push / Pull
	
	X
	
	
	

	Work outside in all conditions
	X
	
	
	
	

	Work in confined spaces
	X
	
	
	
	

	Work at heights ≥ 3 feet
	X
	
	
	
	

	Operate Machinery
	X
	
	
	
	



Indicate Frequency (N = NEVER, R = Rare, O = Occasional, F = Frequent, C = Continuous)
	Lifting Activity
	1-10 lbs.
	11-24 lbs.
	25-50 lbs.
	51-100 lbs.
	101+ lbs.

	Floor – Waist
	F
	R
	N
	N
	N

	Waist – Overhead
	F
	R
	N
	N
	N

	Carry
	F
	O
	R
	N
	N

	Push/Pull
	F
	O
	R
	N
	N





DISCLAIMERS

The job description is:

1)	Is intended to describe the general nature and level of work being performed by employees assigned to this job title. It is intended to be construed as an exhaustive list of all responsibilities, duties, skills and behaviors of employees in this job.

2.	Not an employee agreement or contract. The Navarro Mills Water Supply Corporation has the exclusive right to alter this job description at any time without notice.

3)	Intended to describe the essential functions of the position that a qualified individual must be able to perform, either with or without reasonable accommodation.

The Navarro Mills Water Supply Corporation is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Navarro Mills Water Supply Corporation will provide reasonable accommodations to qualified individuals with disabilities and encourages both perspective and current employees to discuss potential accommodations with the employer.
