
OCEANO COMMUNITY SERVICES DISTRICT 
ACCOUNT ADMINISTRATOR – UTILITY BILLING & PAYROLL 

 
Account Administrator I: Under the general direction of the Business & Accounting Manager the Account 
Administrator administers the District’s utility billing system and administers the District’s payroll including data 
input and report preparation; computing and processing bills, accepting payments and writing receipts and deposit 
slips, performing cashiering duties; preparing and setting up billing accounts; maintaining meter records and 
customer account files; scheduling and administering meter reading; collection of bad debts; developing analysis 
and written reports; developing water conservation materials; operating a variety of office equipment commonly 
used in modern business practices; documenting customer complaints and responses; coordinating with the field 
crews on customer requests and other service orders; administering minor District programs such as water 
conservation and fireworks permits, perform receptionist duties; answer, screen and route telephone calls; 
respond to visitors at the front counter/ window; open, sort and distribute mail; respond to public inquiries in a 
courteous manner; provide information within the area of assignment; resolve complaints in an efficient and timely 
manner; perform a variety of general clerical duties including typing; maintaining files and records and maintaining 
supplies; provide back up support for other clerical accounting duties and work of other Account Administrators as 
required; may be required to cross train with other Account Administrators; may be required to develop word 
processing proficiency of 60 words per minute with District training, may act as the Secretary to the Board of 
Directors, and other related work as required.  
 
Benefits include health, dental, vision and life insurance; CalPERS retirement; paid vacation, sick, and 
bereavement leaves; jury duty time.  The current pay range for the position starts at $20.44 per hour with a 
maximum rate of pay of $30.14 per hour depending on prior work experience.  An additional 5% longevity bonus 
is available after ten years of service.  The position is eligible for representation by Service Employees 
International Union, Local 620 (SEIU 620).  Bilingual employees may be eligible for 5% additional pay. 
 
Interested individuals can apply by completing a job application, which can be obtained at www.oceanocsd.org, by 
calling the District office at 805-481-6730, or by visiting the District office at 1655 Front Street, Oceano California, 
93445.  The District will review applications on a weekly basis, and will screen the applicants and interview 
potential candidates until a final candidate has been selected, offered and accepted the position. 
 


