Town of Jerusalem
Utility Billing Clerk-Utility Worker (Provisional – Full Time)

The Town of Jerusalem is seeking a qualified applicant for a full-time provisional Utility Billing Clerk-Utility Worker position.  This role includes the following:

· Create and maintain customer utility accounts
· Generate, review, and distribute quarterly utility bills
· Receive and record all utility payments
· Answering phone calls and greeting walk-in customers to discuss any billing concerns with tact and professional diplomacy 
· Read water meters manually or using electronic data acquisition
· Mowing and weed eating properties
· Daily water sampling, flushing of hydrates, given the opportunity to obtain water licenses 

Minimum Requirements
· Associates Degree OR high school diploma with experience in an office environment
· Valid NYS Driver’s License

Position Details
· Pay Range: $23.00 per hour
· Schedule: 35 hours per week
· Benefits: Medical and Dental benefits

This is a provisional appointment subject to Civil Service requirements.  Applications are available and must be submitted to Yates County Personnel Dept., 417 Liberty St, Penn Yan, NY 14527, or online at https://mycivilservice.yatescountyny.gov/ or call 315-536-5112 for further information.

Deadline for applying is June 11, 2026

