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- General Supervision
MANAGER | ynd Custodian/Cashicr
1
BILLING AND "““;0 -~
POOKKEEPER COLLECTION ‘::i":mw
; CLERK
(METER READER)
Maintins the Books of Accounts, Prepares Water Bills: Reads Meter
General and Subsidiary Ledgers i. Pre-addressing of Bills
2. Posting of consumptions
Preparcs the Moathly financial and billed amount to the Distributes accomplished
Repornts: Water Bills Water Bills
1. Income Statement
2. Balance Sheet Prepares Reports: " Do field collection
3. Cash Flow Statement i. Daily Billing Report if necessary
- 2. Daily Collector’s Report
Maintains Customer Ledger Cards E : .
i. Posts Billings Maintains Meter Reading Books Serves disconnection
2. Posts Peyments ; ‘ notices to delingquent
3. Posts Adjustments/penaltics Performs Cashiering Functions: CONBUMETS
Accepts Collection for the {T: :
Prepares Payroil 1. Water Bills Implement disconnection
- 2. Customers’ Deposits
Maintains Personnel Files " 3. Misc. Fees and Charges In-charged of Pumpiag
1. Employees 201 file . operation
2. Earned Leaves Record Makes Deposit and Wit' irawals ‘
3. Other Relevant Records ~ from the Banks Do Plumbing Works

Performs Customer-related activitics:
§. Atiends to Registration of
New concessionaires
2. Attends to complaints
3. Prepares Disconnection Notices

Maintains Master list of Service
connections e

- Prepares Daily Cash Po tion Report

Do Field Maiat. Jobs.



