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Board of Director’s Position Description 

Billing Specialist – Paid Position 

 
The Billing Specialist serves as the Association’s water and dues billing statement manager and will work 
closely with the Meter Reader and Accounts Manager/Bookkeeper. This position does not 
independently authorize major expenditures or establish Association financial policy. 
 

• Billing Statements 
o Export quarterly file to meter reading tablet and inform Meter Reader 
o Import updated quarterly file once meters are read from Meter Reader 
o Generate billing statements to be printed and/or emailed 
o Print and mail printed statements including the statement back (provided by President) 
o Print and mail Association correspondence with statements provided by President (i.e. 

newsletters, annual meeting announcements, etc.)  
o Email all Association correspondence to resident emails on file if President requests 
o Validate quarterly statements 

 

• Accounts Management 
o Record all mailed payments into the online billing system (before creating statements) 
o Ensure all deposits are made in a timely manner (generally within 2 weeks) 
o Sync the online billing system with the online portal at least weekly 
o Inform Accounts Manager/Bookkeeper of fines or dues received 
o Generate and mail past due account letters/emails (10 days) 
o Post impending shut-off notices to residents’ doors (30 days) 
o Add penalties to accounts to include past due fees, obstructed meter, and violations 
o Update resident contact information as needed (system, email contacts, water company) 
o Update or add meter information received from Meter Reader or Water Monitor 
o Request Water Monitor to shut off/turn on water and post notification to residents’ 

doors of past due accounts (45 days) 
o Assist residents in gaining access to or trouble shooting the online system 

 

• Check mailbox at least once per week for mailed payments 
 

Note: This is a paid position and may require board meeting attendance without additional 
compensation.  
 
Note: The Billing Specialist position is not listed in our Bylaws and can be performed by the water 
company. However, our Bylaws state in Article VI, Section 10: In addition to the foregoing officers, the 
Board of Directors may, from time to time, elect such other officers as they may see fit, with such duties 
as the Board may deem proper.  


