
GENER
Performs
the City’

SUPERV
Works u
conforma

EXAMP

 W
 A
 C
 T
 In
 B
 R
 D

 
EDUCA
AA in A
Certificat
accountin
complete
 
KNOWL
Consider
on munic
equipmen
key calcu
Ability to
accuracy
understan
independ
multiple 
and those
 

RAL STATE
s a variety of
s Finance D

VISION RE
under the 
ance with po

PLE OF DU

Water and Se
Accounts Rec
Cashiering 
TOT collectio
nvestments a

Banking Serv
Revenue Fore
Debt Manage

ATION AND
ccounting pr
te required,
ng.  Minim
e financial an

LEDGE, SK
rable knowle
cipal accoun
nt.  Ability t
ulator by tou
o maintain v

y.  Ability to
nd and foll
dent judgme
tasks.  Abili
e contacted i

REVENU

EMENT OF
f responsible
epartment.   

ECEIVED: 
general sup

olicies and pr

UTIES: 

ewer Billing 
ceivable 

ons 
and Cash Ma
vices 
ecasts & Mo
ement 

D EXPERIE
referred.  Hi
, preferably

mum of three
nd statistical

KILLS AND
edge of the 
nting.  Know
to operate a v
uch, and per
various finan
o work indep
low verbal 
ent within e
ity to establi
in the course

 

UE SPECIA

F DUTIES:
e Financial fu

pervision of
rocedures. 

anagement 

onitoring 

ENCE: 
igh school d

y including 
e years of i
l records, usi

D ABILITIE
principles, p

wledge of m
variety of of
rsonal comp
ncial records
pendently, an
and written
stablished g
ish and main
e of the work

 
 

ALIST JOB 
 

functions rela

f the Finan

diploma or G
or supplem

increasingly
ing compute

ES: 
practices an

modern office
ffice and com
uter with wo
 and make m
nd interpret 
n directions.
guidelines an
ntain effectiv
k. 

DESCRIPT

ated to the a

nce Directo

General Educ
mented by 
y responsible
erized system

d methods o
e manageme
mmunication
ord processi

mathematica
and implem
.  Ability t
nd to priori
ve working r

TION 

activities and

or, who rev

cational Dev
courses in 
e experience

ms. 

of accountin
ent procedur
ns equipmen
ing and acco

al calculation
ment various 
to use initi
itize work w
relationships

d operations 

views work

velopment (G
bookkeepin

e in mainta

ng with emp
res, practice
nt, including 
ounting softw
ns with speed

laws.  Abil
iative and s
while condu
s with co-wo

of 

k for 

GED) 
ng or 
aining 

phasis 
s and 
a 10-
ware.  
d and 
ity to 
sound 
ucting 
orkers 



Revenue Specialist    Page 2 2017 
 

PHYSICAL DEMANDS AND WORKING CONDITIONS: 
Bending, stooping, kneeling, reaching, lifting and carrying approximately 25 pounds at waist 
level.  Frequent sitting, some standing and walking required.  High use of computer terminal and 
keyboard.  High to moderate requirement for hand coordination, visual ability (close vision, 
color vision, and the ability to adjust focus) and cognitive abilities.  Must tolerate moderate noise 
levels and interruptions in open office environment.  Works indoors in controlled conditions. 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
SELECTION GUIDELINES: 
City application required; rating of education, certifications, and experience; oral interview, job-
related tests; successful completion of pre-employment physical and Live Scan background 
check. 
 
PROBATIONARY PERIOD: 
Employees must complete twelve (12) months of probation at a satisfactory level prior to gaining 
permanent status.  
 
The duties listed above are not intended to be all-inclusive.  An employee may also perform 
other reasonable related business duties as assigned by his/her immediate supervisor.  This 
position is considered non-exempt. 
 
This position description is subject to change by the City as the needs of the City and requirements of the 
position change, in accordance with applicable personnel rules and procedures. 
 

 


