THE CITY OF HUGHSON
I N V I T E S Y O U T O A P P LY F O R
THE POSITION OF

CUSTOME R SE RVIC E
CLERK
To apply visit our
website at :
www.hughson.org

Deadline for Filing:

October 3, 2018

ABOUT THE CITY OF HUGHSON

Vision Statement—“To preserve Hughson’s unique spirit, heritage
and character, while creating an undeniably great place to be.”

The City of Hughson is a small (approx. 7,417) but prospering agricultural
community nestled in the heart of California's Central Valley. Although Hughson is
a growing community, it still maintains the unique small hometown feel that long
time residents have always associated with the City.
The City of Hughson was incorporated as a General Law City on December 9, 1972.
The City is governed by a five-member City Council, and Council Members are
elected at-large.
The operating budget for Fiscal Year 2018-2019 is $17,815,850. The City operates with
the support of 16 staff in the delivery of sewer, water, and general government
services. Fire service is provided by the Hughson Fire Protection District and police
service is provided through a contract and partnership with the Stanislaus County
Sheriff’s Department.
The City of Hughson is focused on building upon the successes of the past while
learning from challenges previously faced. The City of Hughson is dedicated to
enhancing the quality of life for residents by recognizing its agricultural heritage and
maintaining the small town atmosphere. The City is also committed to providing a
high level of public services, maintaining economic vitality and retaining the
distinctiveness of the community through partnerships with other government
agencies, non-profit organizations, businesses and local community groups.

THE POSITION
The City of Hughson is seeking to fill the position of Customer Service Clerk. This
position is an entry level position responsible for a variety of customer services
duties and under general supervision, learns to perform associated accounting tasks
involving financial transactions and record keeping such as utility billing, cashiering,
collection of building permit revenue, business licensing and revenue recovery. This
position will also perform a wide variety of general clerical activities and work
related to both internal and external customers. Initially, under immediate
supervision, incumbents perform the more routine clerical and customer services
duties while learning City policies and procedures. As experience is gained, there is
greater independence of action within established guidelines.

QUALIFICATIONS
Education and/or Experience: Any combination of education and experience that has
provided the knowledge, skills and abilities necessary for a Customer Service Clerk.
A typical way of obtaining the required qualifications is to possess the equivalent of:
One year of clerical experience in an office setting involving financial record keeping,
including accounting, cashiering, customer services or related function. A high school
diploma or equivalent.
License/Certificate: Possession of, or ability to obtain, a valid Class C California driver’s
license.

THE IDEAL CANDIDATE WILL POSSESS
•

Positive attitude with residents, city staff and managers, have pride in his/her
work, value the diversity of their colleagues, respect the confidentiality of records,
while providing prompt, courteous and accurate customer service with a high
degree of professionalism.

•

Outstanding communication skills, both written and oral, and be able to think
critically and resourcefully while assisting colleagues laterally, upwardly and
throughout the city departments.

•

Demonstrated expertise as a self-directed problem-solver with high standards for
quality and a strong commitment to public service.

•

Exceptional organizational skills, including the ability to prioritize tasks and
accomplish multiple projects simultaneously, take prompt action to achieve
objectives as well as identify issues as they arise and address them proactively.

•

Takes initiative and is a good team player.

COMPENSATION AND BENEFITS PACKAGE

$ 2 , 41 8. 3 4 — $ 2, 9 39 . 5 1 M ONTHLY
$ 2 9 , 0 2 0. 0 8 — $ 35 , 2 7 4. 12 A NNUALLY
( 2 % A NNUAL I NCREASE T HROUGH F Y 2 0 19 - 20 )
•
•

•
•
•
•
•

Participation in the Public Employees Retirement System at 2.7% @ 55 for current
members (PERS 2.0% @ 62 for new members).
Effective January 1, 2019 employer contribution up to $1,650 per month for medical
coverage and 100% employer paid dental and vision coverage. Opt-out option: If
employee waives medical coverage, the employee shall be paid $500 per month in
additional taxable compensation.
Life Insurance at $50,000
11 paid holidays and 2 floating holidays
8 hours of sick leave monthly
Vacation accrual of 8 hours monthly (less than 5 years), 11.32 hours (5-9 years), 14
hours (10-14 years), and 16 hours (15+ years)
$25 match for PERS or Hartford 457 Deferred Compensation Plan

* The City does not participate in Social Security*

7018 Pine Street, Hughson, CA 95326 | (209) 883-4054 | www.hughson.org

City of Hughson is an Equal Opportunity Employer

ESSENTIAL FUNCTIONS (include but are not limited to the following):
•

•

•

•
•
•
•
•
•
•
•
•
•
•
•

•
•
•
•

Perform a variety of general clerical duties including computer data entry, typing, and
maintaining files and records; order office supplies and forms; compose public information
documents for the City; maintain and update the City website.
Assist customers, both internal and external, by answering questions and providing
information over the telephone and in person regarding customer service related programs,
facility rentals, utility accounts, business licensing and other City procedures.
Collect and receipt revenues for facility rentals; provide tours of facilities; process facility
rental application, review for completeness; maintain calendar of facility rentals; communicate
with security firms to ensure rental compliance.
Count cash drawer; balance cash, checks and credit card payments; prepare bank deposits.
Process incoming mail; open, sort and process utility payments; verify account numbers and
amount paid; process returned mail.
Process and match payments vouchers and invoices; verify accuracy of information, research
discrepancies, assign codes and verify with registers.
Run a variety of reports; research and resolve discrepancies related to transaction and
customer accounts.
Actively pursue delinquent accounts in all facets of collection process.
Process online payments including downloading files; printing reports and verifying totals.
Prepare daily banking documents and materials; prepare and type various bills and notices.
Review letters included with payments to determine if a service change is required; make
appropriate change.
Receive and monitor 48 hour utility notices; monitor accounts for new customer sing-up,
review, grants or deny requests for payments extension.
Sign up new residents for utility services; transfer service from one property owner to another;
explain billing, policy and procedures to customers; cancel utility services.
Coordinate with other City departments to ensure compliance with the Municipal Code.
Review business license applications to ensure completeness; input business license
information into system and calculate license fees; print business licenses; generate listing of
new business licenses; identify and contact businesses that have not applied for a business
license.
Post and receipt payments for building permits.
Operate a personal computer for a variety of applications, depending on assignment.
Build and maintain positive working relationships with co-workers, other City employees and
the public using principles of good customer service.
Perform related duties as assigned.

TENTATIVE SCHEDULE

TO APPLY

Deadline for Filing:
5:00 pm, October 3, 2018

Mail Application, Resume & Cover
Letter to:

Skills Test: October 10, 2018

City of Hughson
PO Box 9
Hughson, CA 95326

Panel Interviews:
October 15-19, 2018

