Job Posting: Utility Clerk/Administrative Assistant
Village of St. Henry, OH
The Village of St. Henry is seeking a highly organized, ethical, and detail‑oriented individual to serve as our Utility Clerk/Administrative Assistant. This position is responsible for utility billing and collection, administration of the backflow program, and assisting with clerical and office support duties as needed. 

Position Summary
The Utility Clerk/Administrative Assistant is the main point of contact for utility billing. This role includes billing, payment collection, and creating various reports for department heads. This position also is responsible for the tracking of the backflow program and making sure all documentation is completed and uploaded to the proper file.

Key Responsibilities
Utility Administration
· Prepare, maintain, and safeguard all Utility Billing information.
· Post all utility payments.
· Address resident questions or concerns related to utility billing.
· Coordinate with service departments to ensure accurate meter data and billing adjustments.
· Oversee water and sewer billing and collection, ensuring accuracy and timely processing.
· Prepare and track backflow documentation.
· Track water & sewer usage for residential and commercial customers.
· Communicate with customers in person or via email or phone.
· Utilize Microsoft Word, Excel, Google Sheets, GasUtil billing software, AllPaid software, Outlook, Microsoft Teams, etc.
· Perform other related duties as assigned.


General Administrative Duties
· Maintain public records and manage requests in compliance with state laws.
· Provide front‑office customer service to residents, vendors, and visitors.
· Support ongoing projects and administrative functions as needed.
· Uphold confidentiality and ethical standards in all municipal operations.

Qualifications
Required
· High school diploma or GED.
· Strong attention to detail and accuracy throughout the billing process.
· Proficiency in Microsoft Excel, Word, and general computer operations.
· Strong written and verbal communication skills.
· Ability to maintain confidentiality and handle sensitive information.
· Strong organizational and multitasking abilities.
· Possession of a valid Ohio driver’s license may be required.
Preferred
· Associate’s degree in accounting, finance, public administration, or related field.
· Experience in bookkeeping and accounting.
· Familiarity with municipal operations and public records laws.
· Experience with the GasUtil software or similar billing systems.

Working Conditions & Schedule
· Full time working 40 hours per week.
· Occasionally take minutes at a council meeting held Monday evenings when Fiscal Officer is absent. 
· Works under the immediate supervision of Fiscal Officer and Village Administrator.


Compensation
· Competitive pay based on experience and qualifications.
· Professional development and training opportunities provided.
· OPERS retirement system participation.
· Health insurance coverage.
· Paid vacation, holidays, and sick leave.

How to Apply
Please submit the following:
· Resume
· Cover letter
· Three professional references
Send materials to:
ssutter@sthenryoh.gov
or
Village of St. Henry
371 North Linn St. 
St. Henry, OH  45883
Application Deadline: November 20, 2026


