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Utility Billing Technician

DEFINITION
Under general supervision, performs technical work in support of electric utility billing transactions and
works closely with customer service operations to resolve billing issues and coordinate service orders for

utility customers; provides support to an assigned supervisor; and performs related duties as assigned.

DISTINGUISHING FEATURES

Positions in this class perform technical and clerical work in the area of electric utility billing. Incumbents
initially perform the more routine duties assigned to positions in this class and work under close
supervision. However, as experience is gained, incumbents are expected to perform the full range of
duties as assigned with increasing independence. Work in the class is distinguished from that of higher
classes by the performance of more routine functions.

EXAMPLES OF DUTIES

1. Maintain daily meter billing routes by retrieving meter reads for customer billings and run
exception reports to verify data.

2. Process utility bills for customers by calculating usage from meter readings and post to customer
accounts; work with customer service to investigate customer utility bill complaints; and make
adjustments to customer accounts.

3. Apply payments from a variety of sources to customer accounts daily; and process returned
payments.

4. Prepare late payment notices and mail to customers.

5. Setup new customer accounts using appropriate systems.

6. Process service orders for meter removal, meter exchanges, new meter installations, etc. and link
to customer accounts.

7. Process service orders for customer move-in/move-outs by obtaining final or initial reads; prepare
first and final utility bills; and submit to bill print processor.

8. Create service orders for meter read verifications, meter locations, and meter numbers and report
non-communicating meters to the Advanced Metering Infrastructure (AMI) System Administrator
for troubleshooting.

9. Verify payments/bills and research discrepancies.

10. Provide documentation requested during annual audits relating to cash receipts or billing.

11. Verify and clear daily validation errors from the Meter Data Management (MDM) system and
verify meter reads within the MDM and test communications by performing on demand reads.

12. Establish and maintain filing systems and scan/file payment and billing documents.



13. Perform Customer Information System (CIS) systems tests and assist with upgrade
implementations.
14. Perform related duties as assigned.

EMPLOYMENT STANDARDS

Education/Experience
Any combination of education and experience likely to provide the required knowledge and abilities; a
typical way to obtain the knowledge and abilities would be:

Education:  Graduation from high school, supplemented by course work in business
administration, accounting, or a closely related field.

Experience: Two years of experience involving customer service or general office work.
Accounting, billing, and/or collections experience is desirable.

Knowledge
Knowledge of basic bookkeeping procedures; basic arithmetic; business application software and

spreadsheet applications; methods and procedures related to financial processing; principles and
practices of customer service; modern office methods, practices, and procedures, including
computers and applicable software.

Abilities

Ability to learn electric utility billing methods and practices; learn cash processing procedures; learn and
effectively utilize electric utility Customer Information Systems (CIS); work in a fast-paced environment;
perform basic arithmetical calculations; prioritize and organize multiple tasks, often requiring attention
to details; understand and follow instructions and documentation; operate and effectively utilize use
modern office equipment including computers and applicable software applications and database
systems involved in the performance of job functions; establish and maintain accurate records; maintain
level of knowledge required for satisfactory job performance; communicate clearly and concisely, both
verbally and in writing; and establish and maintain effective working relationships with those contacted
in the course of work.

Other Requirements

Possession of a valid California Driver's License and satisfactory driving record at the time of
appointment is required as a condition of initial and continued employment only if the operation of a
vehicle, rather than the employee's ability to get to/from various work locations in a timely manner, is
necessary to perform the essential functions of the position.
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