C ass Code: 094

Cty of Anaheim Classification
Class Specification COLLECTI ONS SPECI ALI ST
Definition

Under mininmal supervision, to receive, receipt, validate and account for cash
collections received by nail and in person at a public cashier w ndow, and to process
parking citations.

Exanpl es of Essential Job Functions - Dependi ng upon areas of assignment,
responsibilities and duties nay include, but are not linted to the follow ng

Assi sts custoners who present thenselves at counter

Recei ves and verifies paynments by nail and over the counter for various City services.
Processes all parking citations issued in Anaheim checks for DW holds and refers
custoner to Police Departnent, Mintenance Departnment or Code Enforcenent Division to
resol ve bhefore paynent can be accepted

Recei ves and reconciles inter-departnental deposits.

Processes and bal ances Busi ness Licenses, Dog Licenses and notel tax receipts; returns
to division for final processing or reconciliation

Processes, date stanps and bal ances utility paynent cards.

M cro- encodes cust omer checks.

Prepares daily bank deposits.

Prepares paynents for data processing, including preparation of batch | eaders, listing
batch totals and total nunber of paynents, endorsing utility paynents and raki ng ready
for daily data processing pick-up

Col | ects and sorts contents of night depository.

Codes and cl assifies docunents for accounting purposes.

Conpares utility paynments with credit cycle list.

Notifies Credit Ofice when paynents are nade to prevent shut-offs.

Verifies check anount with Cty docunents to ensure accurate general |edger account
nunbers for further paynent processing

Receives nmail and distributes to proper departnents.
Prepares logs, lists and | edgers.
Counts currency and verifies dollar anounts to ensure anounts equal on bal ance sheets.

Recei ves returned itens frombank and directs itemto appropriate departments for
col l ection.

Files into established filing systens.

Mai ntains a cash drawer for daily cash receipt activities.

Qperates a variety of office equipnent, such as electronic cash register, CRT termnal
ten-key cal cul ator, mcro-encoder, tickometer, endorser nachine, electric letter opener
and typewiter.

Perforns other job-related duties as required

M NI MUM REQUI REMENTS:

Experience in: At the journey-level of skill perform ng cashiering, accounting clerica
or related clerical work



Cty of Anaheim

Class Specification
Col | ecti ons Speci ali st
Page 2

Know edge of: English usage; business math; standard clerical accounting office
equi pnent, such as cash register, calculator, personal conputer and typewiter; clerica
accounting record keepi ng net hods.

Ability to: Accurately process parking citations; accurately bal ance receipts; operate a
cal cul ator, mcroencoder, and el ectronic cash register quickly and accurately; learn
vehicle codes related to parking violations and effectively apply the know edge

mai ntain accurate records; accurately operate a typewiter and personal conputer and
associ ated software; accurately nake change and count noney; wite |egibly; understand
pertinent procedures and functions quickly using good judgenent; interpret and apply
procedures to a variety of circunstances without inmmedi ate supervision; speak clearly
and distinctly; establish and maintain effective relationships with those contacted in
the course of work

Physi cal Requirenents: None

Li cense and/or Certification Required: Positions in this class require possession of a
valid and appropriate California Driver's License by date of appointnent.

Super vi si on Recei ved: Works under technical supervision of the Collections Supervisor
who gives instructions and periodically reviews work in progress and conpl et ed work.

Career Ladder Infornation: Experience gained in this class nay serve to nmeet m ni num
requi renents for pronotion to Collections Supervisor or Senior Accounting Specialist.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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