
 
Payroll/Utility Clerk 
City of Overton 

OVERTON, Texas, United States 
 
Description 
Payroll Processing: 

Responsible for collecting time sheets, verifying for accuracy and entering once approved  into 
Incode 10 system to prepare payroll for all city employees. Assist employees with payroll 
questions and requests and maintain leave records, benefit and other deductions and other 
payroll related matters.  

Water Billing; 

Responsible for input, maintenance and retrieval of all utility billing records, preparation of all 
monthly utility bills, the setting up and closing out of accounts, accuracy of billing, payments, 
work orders, meter readings and all other aspects of utility billing; with performance of 
receptionist and cashier duties as required.  

 
 
 
Requirements 
Duties include but are not limited to the following: 
Utility Billing 

1. Answering phone calls, taking messages and routing of phone calls to the correct 
department (s) for the City of Overton Administration Offices 

2. Entering various types of information into the utility billing system including monthly 
meter readings, new customer information and updates of all system data as 
required 

3. Responds to customer inquiries and complaints either in person, by phone or by mail 

4. Verifies accuracy of monthly utility billing register, prints and prepares the customers 
utility billing statements for distribution to customers 

5. Notifies customers of delinquency, returned checks, or other issues with their utility 
accounts as required 

6. Provides sanitation/garbage billing information to appropriate waste contractor 

7. Orders replacement containers and commercial roll-off or dumpsters and bills 
accordingly. 

8. Accountable for daily cash receipts and balancing of the Utility Clerks cash till daily 

9. Accountable for verifying the Municipal Courts deposit and ending cash till daily 

10. May monitor and bill the bulk rate water usage hydrant. 

11. May Greet customers and process into Incode 10, payments for water, sewer, and 
sanitation, received via phone, mail or drop box. Process payments for building and 
city required permits, cemetery plots, community building and miscellaneous 
administrative service items as needed. 

Payroll; 



1. Receives, reviews, verifies and processes time recording documents to prepare 
payroll for all City employees; audits such documents for completeness, accuracy 
and compliance with rules and regulations 

2. Maintains records of employee payroll deductions, retirement, insurance choices, 
garnishments, and other factors related to payroll; prepares reports and payments for 
various tax, financial and insurance organizations, including W-2’s, 1099’s and 
various other state agency reporting 

3. Reviews, corrects and approves all payroll transaction documents before processing 
including pay/time/file adjustments, requests for supplemental checks, and manual 
checks 

4. Assists management, employees, and outside agencies with payroll questions and 
requests; researches and resolves issues related to payroll, leave balances, benefit 
and other deductions and other payroll related matters 

Relationships with coworkers shall be guided by the following tenets: The incumbent is 
cooperative and, when appropriate, assists others. Works to promote teamwork within the City 
in general.   Shares information with peers. Resolves conflict through the use of tact and 
diplomacy. Accepts responsibility and works well when given responsibility. Accepts and is 
eager to learn new duties. Offers suggestions to improve the activities and the operation of the 
City in general. Continually strives to improve the proficiency of their job performance and 
provide a safe work environment. Is a self-starter. Exhibits a positive image and outlook when 
interacting with coworkers and/or the public. Serves as a positive role model for others. 

Job Information 
 Location: 

OVERTON, Texas, United States 
 Company Name For Job: City of Overton 
 Position Title: Payroll/Utility Clerk 
 Job Function: Administrative 
 Job Type: Full-Time 
 Min Education: H.S. Diploma/Equivalent 
 Min Experience: 0-1 Year 
 Salary: $15-17 hrly 


