Office Assistant - Billing — The City of Bryant is accepting applications for Office Assistant — Billing for Water &
Wastewater Department. Starting annual salary $20,256 plus, commensurate with experience. Great benefits
package included! Applications may be completed online at www.cityofbryant.com or picked up at the Human
Resources Department at 210 S.W. 3rd Street, Bryant, AR 72022, A City application must be completed and
submitted to be considered for this position. Position closes at 5:00 p.m., December 4, 2015 or until filled.

This job description should not be interpreted as all-inclusive. It is intended to identify the essential functions and
minimum qualifications of this job. The incumbent(s) may be required to perform job-related responsibilities and
tasks bth‘er_than those stated in this job description. Nothing in this job description restricts the City’s right to
assign or reassign job-related responsibilities and tasks to this job at any time. Certain Junctions are understood to
be essential. These include, but are not limited to: attendance, getting along and communicating well with others,
ability to provide great customer service, working a full shift, dependability, leadership, and dealing with and
working under stress. Any essential function of this position will be evaluated as necessary should an
incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the
Americans with Disabilities Act (ADA). Reasonable accommodations for the specific disability will be made for the
incumbent/applicant when possible or as required by applicable law. '

COMPILES AND MAINTAINS RECORDS OF BUSINESS TRANSACTIONS AND:
OFFICE ACTIVITIES OF WATER & WASTEWATER DEPARTMENT. OTHER.
DUTIES MAY BE ASSIGNED, o e '

jence; and prep
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ool or GED, plus specialized schooling and/or on the job education in

ll-area; e.g. data: processing, clerical/administrative, equipment operation,



COMMUNICATION SKILLS

Ability to read a limited number of words and’ recognize similarities and differences
between words and between series of numbers; Ability to write and speak simple
sentences as a means for basic communication. Ability to read and understand simple
instructions, short correspondence, notes, letters and memos: Ability to write simple
correspondence. Ability to read and understand documents such as policy manuals,
safety rules, operating and maintenance instructions, and procedure manuals; Ability to
write routine reports and correspondence. Ability to effectively communicate
information and respond to questions.in person-to-person and small group situations.
‘with customers, clients, general public and other employees of the organization.
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iarranges own'work referring pe

‘PLANNING

Limited responsibility with regard to'general assignments in planning time, method,
manner; and/or sequence of performance of own work operations.

~“DECISION‘MAKING

,_ndlor chentele to: a shght degree.

MENTAL DEMAND
Moderate: mental d'e_mand Operations




RESPONSIBILITY: FOR WORK-OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to mtemewmg, hiring
and training employees; planning, assigning and directing work; appraising

performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises the following departments: Not indicated.

RESPONSIBILITY FQOR;;FUNDjS*:::PROPERTYfin:d??EQUIPMENT

ACCOUNTABILITY
FREEDOM TO ACT

'such nature that fallure to exerclse proper judgment may result in important tangibla or
intangible losses to the organization.
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EMPLOYEE CONTACT

WORKING CONDITIONS
Periodically exposed to such elements as noise; intermittent st
0 oushing, carrying; or lifting; but

The following work environment characteristics described here are representative of
those an employee encounters while performing essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

y exposedto
Is usually

While performing the functions of this job, the employee is regularly required to sit, use
hands to finger, handle, or feel, talk or hear; frequently required to reach with hands
and arms; and occasionally required to stand, walk, climb or balance, stoop, kneel;
crouch, or crawl. The employee must occasionally lift and/or move up to 10 pounds.
Specific vision abilities required by this job include ¢lose vision; distance vision: color
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