Final Filing Date:
ABOUT THE POSITION:
This is an entry level role within the Account Monda May 4, 2026

Clerk series for the Utility Billing Division.
Employees in this division serve as the primary
point of contact for Daly City residents and
businesses regarding water, refuse, and sewer
services, and are expected to perform all

Written Exam:
Tuesday, May 19, 2026
Oral Exam: TBD

clerical tasks related to setting up and
maintaining these accounts. The ideal
candidate delivers excellent customer service
and can resolve issues efficiently. In addition to
utility billing responsibilities, the Account Clerk
will also provide backup support for the Central
Cashier.
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For more information, visit www.calopps.org/ city-of-daly-city







Ideal Candidate

« Account Clerk I: One year of clerical experience involving financial record keeping and
general office work; six (6) months of experience using computer spreadsheets is
desirable.

« Account Clerk Il: Three years of experience in financial and general record keeping, including
six (6) months of personal computer spreadsheet experience. Two years of college (60
semester units or 90 quarter units) can be substituted for one year of required work experience.
Three (3) semester units or five (5) quarter units of college level computer course work can be
substituted for the spreadsheet experience.

Education:
« Account Clerk I: Graduation from high school or equivalent.

« Account Clerk Il: Graduation from high school or equivalent and six (6) semester units or nine
(9) quarter units of college level financial accounting course work. One year of additional
experience may be substituted for the required college units.




-‘ Prequalification Questionnaire: ‘

1) Do you have one year of clerical experience involving financial record keeping and general
office work?

Yes O

No o

2) Do you possess a high school diploma or equivalent?

Yes
- Signature

Date

No o

Prequalification required with Submit your app'ication and
applications. prequalification questionnaire to:
Incomplete applications will not be Human Resources Department,
accepted.
P 360 — 90th Street,

Daly City, CA 94015

Résumés are not accepted in lieu of
P OR apply online at:

a City of Daly City application.
www.calopps.org




