
POSITION: Utility Clerk /Mayor’s Court Clerk STATUS: Full Time Hourly 
DEPARTMENT: Administration REPORTS TO: Village 
SALARY RANGE: $10.00-$20.00  Administrator and Mayor 

GENERAL 
This position performs a variety of semi-skilled and skilled clerical, administrative and 
financial work. This includes typing, filing, and bookkeeping.  This position works closely with 
the Fiscal Officer and Administrator and assists with other administrative functions as needed.   

This position is required to complete duties delegated by the Mayor for Mayor’s Court, be 
responsible for processing and maintaining all documents filed by the Mayor’s Court, maintain 
the docket, collecting and distributing to the proper sources all fines and costs imposed by the 
court, and submitting abstracts of court records and other information required by the Ohio 
Bureau of Motor Vehicles.  This position serves the public and mandates a fair, competent, and 
efficient operation of Mayor’s Court and all aspects it entails. 

The Utility Clerk/Mayor’s Court Clerk shall maintain necessary confidentiality at all times. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The Clerk must be able to interact with the general public by phone, email, and letter or face to 
face in a pleasant, friendly and professional and courteous manner. He/she must be able to 
respond to customer complaints and take appropriate action to resolve them. 

The Clerk operates and maintains the utility billing program for the Village, including entering 
data, printing bills, receiving payments, and all other functions involved with utility billing.  
He/she records meter data and maintains records including establishing and maintaining 
accounts, posting payments into the computer systems and balancing entries.  He/she 
coordinates all steps of the billing procedure including transferring data collected from the hand 
held meter reading units into the computer.  He/she reviews reports and prepares billing 
statements.  The Clerk will record receipts and make deposits to the utility accounts.  The Clerk 
must have the ability to maintain and operate utility billing program fully.  He/she processes 
work orders in response to water leaks, high bills and other service requirements.   

The Clerk will assist in preparation and copying of reports, meeting minutes, and other 
information.  He/she will have the ability to prepare spreadsheets and understand basic 
budgeting procedures and the ability to learn and implement new procedures and policies. 
The Clerk will handle and share responsibility for money received. This position will also 
perform the duties of the Fiscal Officer in his/her absence.   

The Clerk will schedule park reservations and serves as general point of contact for information 
about Village services.  He/she must be able to use Microsoft Publisher to create the Village 
Newsletter.  The Clerk will also be in charge of the monthly meeting calendar and assist in 



emailing meeting reminders.  This position will assists with the other Village functions that may 
occur, such as updating the website in the Administrators absence. 

The Clerk will act in an appropriate and dignified manner when addressing parties, counsel, 
witnesses, and members of the public.  First names and nicknames should not be used.  He/she 
will treat all persons appearing before the Mayor’s Court in a fair and impartial manner.  The 
Clerk shall refrain from offering legal advice or suggesting to a defendant or counsel the 
manner in which a particular case may be decided. 

The Clerk will prepare and maintain case records.  He/she will enter findings, orders, and 
decisions into record. He/she will receive revenues, enter it into the ledger, make deposits and 
reconcile with the bank.  A monthly report with the division of revenue for each required 
account and a check will be issued to the Fiscal Officer to be deposited into the Village’s bank 
account.   

The Clerk for Mayor’s Court will file documents in accordance with administrative procedures 
and legal requirements.  He/she will file the weekly and monthly required reports to the Bureau 
of Motor Vehicles and the quarterly Supreme Court reports. 

The Clerk will be required to attend education courses required of Mayor’s Court and become a 
certified Mayor’s Court Clerk. 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES 
The Clerk is required to have working knowledge of computers and electronic data processing; 
working knowledge of modern office practices and procedures; some knowledge of accounting 
principles and practices; some knowledge of personnel issues and reports. 

The Clerk must have the ability to quickly make accurate arithmetic computations; ability to 
perform cashier duties accurately; ability to effectively meet and deal with the public; ability to 
communicate effectively verbally and in writing; and handle stressful situations. 

The Clerk must have the ability to follow oral and written instructions.  The ability to work odd 
and unusual hours for court schedules. 

The Clerk is required to establish and maintain effective working relationships with employees, 
supervisors, vendors, elected officials, and the public. 

QUALIFICATIONS 
• High School Diploma or equivalent required. 
• Coursework in accounting, word processing, or related areas preferred. 
• Experience in general office work, preferably in a local government setting. 
• Must be bondable. 
• Certification from the Association of Mayor’s Court Clerks of Ohio. 



TOOLS AND EQUIPMENT USED 
Computer, copy machine, fax machine, telephone, calculator, cash register and other office 
equipment as necessary. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this position, the employee is frequently required to sit, stand, 
talk and hear.  The employee must be able to bend over frequently and sit or stand for long 
periods of time.  The employee is occasionally required to walk and use hands to handle, or 
operate objects, tools, or controls.  The employee must be able to reach with hands and arms. 

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 
required by this job include the ability to adjust focus and to read written material. 

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

The noise level in the work environment is moderately noisy. 

SPECIAL REQUIREMENTS 
Performs other duties as required. 

OTHER 
This position is unique in the Village of Anna due to it being two separate types of duties being 
combined into one position.  Any matters dealing with Mayor’s Court will be supervised by the 
Mayor and all other duties by the Administrator.  The annual evaluation will be collaboration 
between the two supervisors.   

This position’s pay has also been co-joined.  In the event that Mayor’s Court is no longer held, 
this position will not receive a reduction in pay.   

This position also maintains court in the evening.  To accommodate this, the Clerk will be 
allowed 2 hours of overtime each month to attend.  If additional overtime is needed due to 
unforeseen circumstances, it must be approved by the Administrator. 
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