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CITY OF RITZVILLE 

 

DEPARTMENT: Administration 

 

TITLE: Deputy Clerk Treasurer I 

 

REPORTS TO: Clerk-Treasurer 

 

 

POSITION PURPOSE: 

 

Performs a variety of routine and complex clerical, secretarial and administrative work in keeping official records, 

accounting, finance, billing of utility and other public services and providing support to staff.  Providing customer 

assistance, cashiering, data processing, bookkeeping, accounts payable, accounts receivable, and general 

administration.   

 

ESSENTIAL DUTIES: 

 

CLERK: 

Answers central telephone system and mobile radio base station. 

 

Provides clerical or technical support to other staff members as required.  Composes reports, memoranda, and other 

material requiring judgment as to content, accuracy, and completeness.   

 

Prepares agendas and supporting materials; may take and transcribe minutes; prepares and distributes minutes and 

reports. 

 

Receives telephone calls and citizen visits.  Handles questions and matters of a more technical nature; responds to 

citizen complaints. 

 

Issues permits, and maintains records on the following: dogs, rabbit, building, conditional use permits, variances, 

demolition, mechanical, plumbing, water, and sewer hook-ups. 

 

Acts as custodian of departmental documents, maps, and records.  Establishes and maintains filing systems, control 

records and indexes using moderate independent judgment. 

 

TREASURER: 

 

Serves as a back-up to related positions.  Operates listed office machines as required.  Receives, stamps, and 

distributes incoming mail, processes outgoing mail. 

 

Responds to counter, telephone and written inquires.  Adjusts errors and complaints.  

 

Writes and codes receipts for all revenues.  Prepares daily bank deposits.  Maintains auxiliary cash controls for 

balancing and other related accounting activities.  Assists in reconciling general ledger to various cash reports. 

 

Accounting: 

Maintains accounts receivable records, verifies BARS expenditure and revenue codes. Inputs budgetary data into 

financial accounting system.  Accumulates, calculates, posts, balances, and reconciles data for specific accounts and 

checks against vouchers; identifies, tracks, and otherwise resolves discrepancies in accordance with established 

procedures. Assist Clerk-Treasurer in preparing monthly financial reports. 

 

Utility Billing: 

Receives telephone calls and citizens visits concerning utility billing or services; handles questions and matters of a 

more technical nature; responds to citizens’ complaints and inputs payments. Complies sanitation service invoices 

for billing.  
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PERIPHERAL DUTIES: 

 

Serves as backup cashier, including receipting of payments and various other payments, and posting monies to 

appropriate accounts. 

 

Operates a vehicle to run errands. 

 

Other duties as assigned by supervisor. 

 

SKILLS AND ABILITIES: 

 

Ability to use machines:  Fax machine, copy machine, three-line telephone routing, computer and software, printers, 

specialized knowledge in ASP Software, postage machine, recording equipment, 10 Key, mobile base radio system. 

 

Ability to use software systems.  

 

To learn BARS, Uniform File Classification, and mail procedures. 

 

Ability to deal with people about their issues with the City.   

 

WORKING CONDITIONS: 

 

Office work, mostly sitting with continuous getting up to answer the counter.  Physical demands described herein 

are comparable of those that must be met by a person to successfully perform the essential duties of this job.  

Reasonable accommodations may be made to assist individuals with disabilities to perform the essential duties. 

 

While performing the duties of this job, the person is frequently required to sit, talk, and hear.  The employee is 

often required to stand, walk, and use hands and fingers to handle or feel objects, tools, or controls; reach with hands 

and arms. 

 

MINIMUM QUALIFICATIONS: 

 

High school diploma/GED and job-related work experience such as bookkeeping, cashier, clerical, and/or database 

management. 

 

Possess a valid Washington State Driver’s License. 

 

Ability to lift 30 pounds.   

 

Ability to remain insured under city's insurance carrier and be bonded. 

 

 


