Competition #V1784
Utility Billing Clerk
(Full-Time, Regular)

External Closing Date: 4:30 pm, Tuesday, October 15, 2024

The Sunshine Coast

A natural paradise blessed with mild winters, beautiful surroundings, and showcasing the best
aspects of outdoor adventure, arts, and culture. Bordered by rugged mountains and blue ocean
waters, situated on a peninsula (not an island) in the ancestral lands of the shishalh (Sechelt) and
Skwxwu7mesh (Squamish) First Nations, this is the Sunshine Coast. Whatever hobby or interest
you might enjoy, we have it right here. Hike the trails, get out in a kayak, try golfing, swimming,
fishing, cross-country skiing, attend festivals, visit museums, go whale-watching, or any of the
other recreational activities that are right at our doorstep. Big city life is only a 40-minute ferry
ride away. A preferred tourist destination, a great place to live and play, now is the time to
consider making this amazing place your ‘home’.

Utility Billing Clerk Overview

The Sunshine Coast Regional District (SCRD) is currently inviting applications for the position of
Utility Billing Clerk to support and assist the Utility Billing Coordinator with the administration of
parcel tax and the utility billing programs for the Sunshine Coast Regional District, ensuring timely
and accurate billing is delivered with a strong customer service focus. Further details can be found
in the job description found at www.scrd.ca/careers.

Compensation and Benefits

We have what is being called the very best compensation and benefit package that is out
there.

Whatever your background, immediately upon hire, our comprehensive benefit package is yours!
This means extended health and dental coverage, including paid eyewear and eye exams,
orthotics, and up to $1250 annually for chiro, massage, acupuncture, physio, and more. In
addition to three weeks of vacation, we offer 13 paid statutory holidays (after 30 days of
employment), as well as paid family responsibility leave, sick leave, short-term and long-term
disability leave, group life insurance, accidental death and dismemberment coverage,
participation in the Municipal Pension Plan (MPP), and free confidential counselling services.

This is a bargaining unit position with a wage rate of $34.44 per hour, working 35 hours per week.
Let's also talk about mutually agreeable flexible work schedules, and our hybrid working
environment.

How to Apply

We look forward to hearing from you! Please send a current resume and a cover letter quoting
the competition number via email by the closing date and time shown above. In the subject
line of the email please include your name and the competition number. The SCRD is
committed to equitable access to employment opportunities. We value a diverse workforce to
best represent the communities we serve and thank all applicants in advance for their interest.

Contact: hr@scrd.ca or www.scrd.ca/careers
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SUNSHINE COAST REGIONAL DISTRICT JOB DESCRIPTION

UTILITY BILLING CLERK

EXEMPT (Y/N): No DIVISION: Financial Services

SALARY LEVEL: Under Review DEPARTMENT: Corporate Services
LOCATION: Field Road SUPERVISOR: Manager, Financial Services
APPROVED BY: Manager, Financial Services DATE: September 2024

SUMMARY Under the general direction of the Manager, Financial Services, this position supports and
assists the Utility Billing Clerk with the administration of parcel tax and the utility billing programs for the
Sunshine Coast Regional District, ensuring timely and accurate billing is delivered with a strong customer
service focus.

KEY RESPONSIBILITIES include:

1.

Assists with maintaining the utility billing system, performing full cycle utility billing under
guidance of the Utility Billing Coordinator, from preparing utility accounts and

coordinating the timely upload of accurate data to invoice issuance, penalty application,

and transferring to taxes as applicable.

Acts as the primary source of contact for external utility billing inquiries; responds to

general telephone calls, front counter inquiries, electronic communications and

complaints concerning utility bills, escalating complex or difficult requests to the Utility

Billing Coordinator as required.

Maintains effective communications with utility operators, engineering and other internal
departments as they relate to utility billing processes.

Maintains utility billing customer accounts and associated records in accordance with standard
operating procedures.

Provides divisional support to Financial Services assisting with accounts payable and accounts
receivable processes as required.

Complies with and promotes safe work practices and procedures to effect a safe and healthy work
environment.

TYPICAL ACTIVITIES include:

1.

Assists with administering the utility billing system including calculating and preparing annual,
quarterly and pro-rated billings according to specific timelines.

Provides information and assistance to the public on a variety of routine matters related to utility
billing services and account administration, investigating and escalating issues to the Utility Billing
Coordinator as required.

Processes land changes, creates new and/or modifies existing utility and parcel tax accounts, and
assigns the appropriate utility service and parcel tax charges.

Processes new service applications and utility account conveyances for the provision and/or
termination of water, wastewater and garbage services.
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7.
8.
9.

Provides general support to the water metering program, reviews and uploads meter readings,
inputs new meter inventory and assigns meter installations to accounts within the utility billing
software.

Processes utility account adjustments in accordance with applicable legislation, policies and
guidelines.

Prepares monthly reconciliations of the utility billing system to the general ledger.

Prepares routine standardized utility billing reports and statistics for review.

Provide Finance divisional support performing routine processing of accounts payable and
receivable as required.

10. Other related duties as assigned.

QUALIFICATIONS, EDUCATION, AND EXPERIENCE

Completion of Grade Twelve (12) or equivalent.

Certification in a relevant discipline equivalent to fifteen (15) credits of post-secondary administrative
support or business courses from a recognized post-secondary institution.

Minimum of one (1) year’s related office experience including providing customer service, preferably
in a municipal setting.

An equivalent combination of education and experience may be considered.

OTHER SKILLS/KNOWLEDGE

Interacts effectively with customers, by phone, in person or through electronic communication,
demonstrating a strong customer focus and an ability to defuse confrontational situations.

Proficient in Microsoft Office Word, Excel, Outlook and Adobe DC Standard.

Proficiency with computerized financial and land management software, preferably

Business World (Unit4) and Tempest.

Ability to work with a high level of accuracy and strong attention to detail, adapting to changing
business processes as required.

Excellent organizational skills with the ability to perform multiple duties simultaneously within
deadlines.

Demonstrates a high degree of tact, diplomacy, and discretion.

Ability to work effectively in a team environment and independently.
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