Watsontown Borough is seeking a detail‑oriented, dependable Billing Clerk to join our team. This role is responsible for preparing, processing, and maintaining accurate customer utility bills, assisting customers with billing questions, and supporting daily office operations.
Key Responsibilities
• Prepare and process electric utility bills with accuracy
• Review meter readings and usage data for discrepancies
• Assist customers in person, by phone, and by email regarding billing inquiries
• Process payments and maintain customer account records
• Enter and verify data in billing software systems
• Generate reports and assist with month‑end billing cycles
• Support general office and administrative tasks as needed
Qualifications
• Prior billing, clerical, or utility office experience preferred
• Strong attention to detail and accuracy
• Excellent customer service and communication skills
• Comfortable working with computers and billing/accounting software
• Ability to manage multiple tasks and meet deadlines
• Ability to be bonded
Work Schedule & Benefits
• Full‑time position
• Competitive pay based on experience
• Generous benefit package that includes medical insurance, retirement pension plan, paid time off, and training opportunities
How to Apply
Please submit a resume to jayjarrett@ptd.net or to Watsontown Borough office, 318 Main Street, P.O. Box 273, Watsontown PA 17777 by Friday, March 16, 2026.

