
 
MONTGOMERY COUNTY 
CLASSIFICATION 
SPECIFICATION: 
10/07/08 

 
CLASS TITLE:             CUSTOMER ACCOUNT ANALYSIS  TECHNICIAN 
 

CODE:   09370 

 
MAJOR AGENCIES: B C C  - WATER SERVICES  PAGE   1    OF      2 

 
CLASS CONCEPT:  Under general supervision completes special projects as required related to database integrity auditing and correction, multiple account 
tracking and issue resolution, municipal account auditing and payment, development and implementation of landlord/tenant processes.   Also serves as backup 
for other department positions.  Performs the material and substantial duties of the classification more than 50% of the time.      
 
RANK 

 
 JOB DUTIES  MAJOR WORKER CHARACTERISTICS 

   1 
 
 
 
 
 
 
 
 
 
   2 
 
 
 
 
 
 
 
 

Identifies and analyzes billing database information to determine 
inaccuracies.  Develops and runs database queries to identify problems 
and associated accounts.  Determines appropriate corrections and 
changes information in multiple individual accounts. Uses complicated 
computations to determine appropriate account correction, explains 
corrections in correspondence, by phone and/or in person, frequently to 
irate customers.  Utilizes Excel to prepare spreadsheets to record account 
issues, document changes, calculate revisions.  Develops and documents 
procedures to maintain and improve database integrity. 
 
Processes payments and bills involving other municipal governments 
totaling over $40,000,000.  Collaborates with employees of other 
jurisdictions to audit service areas to assure that account records between 
jurisdictions are in agreement.   Runs queries to determine appropriate 
billing amounts and compares to invoices from other jurisdictions for 
proper payment.  Responsible for accurate and timely billing of and 
payments to jurisdictions. 
 
 
 
 
 
(Performs Related Duties As Required) 

Knowledge of:  2(bookkeeping), 4(accounting), 10(safety practices), 
11a(public relations), 13a(office practices and procedures,14(government 
structure and process)*, 17(business),  23(law-ORC)*; Skill in:  29  
(equipment operation-computers, data entry software, other office 
machines, motor vehicles);  Ability to:  30g(understand system of 
mechanical or other procedures-bookkeeping), 30i(deal with variety of 
variables in somewhat unfamiliar context), 30j(interpret variety of 
instructions in written, oral, picture or schedule form), 30l(define 
problems, collect data, establish facts and draw valid conclusions),30r(deal 
with many variables and determine specific action),  31e(calculate 
fractions, decimals and percentages), 31f(use algebra), 32l(maintain 
accurate records), 32o(originate routine business letters reflecting standard 
procedures), 32q(understand manuals and verbal instructions, technical in 
nature), 32r(prepare meaningful, concise and accurate reports), 
32s(proofread technical materials, recognize errors and make corrections), 
32t(use proper research methods in gathering data), 32x(develop complex 
reports and position papers), 33e(gather, collect and classify information 
about data, people or things), 34b(work alone on most tasks), 
34c(cooperate with co-workers on group projects), 34f(handle sensitive  
inquiries from and contacts with officials and general public), 34i(resolve 
complaints from angry citizens and government officials), 
35e(demonstrate dexterity- hands for computer usage).  
(*Developed After Employment) 

UNUSUAL WORKING CONDITIONS: 
 
 
 
 

MINIMUM CLASS REQUIREMENTS: (Including License, If Any)
Valid State of Ohio Drivers License with an acceptable driving record.  
- Associates degree and two (2) years full-time work experience interacting with the 
public in a customer service environment, two (2) years full time work experience 
utilizing standard word processing, spreadsheet and database software and two (2) years 
work experience in processing billing;       

TRAINING & DEVELOPMENT: 
Participates in customer  
billing H.T.E. software 
training via one-on-one 
sessions, web-based, or on- 
line courses on ongoing basis. 
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 JOB DUTIES  MAJOR WORKER CHARACTERISTICS 
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  4 
 
 
 
 
   
  5 
 
 
 
 
 

 
 

 
Develops and implements processes related to landlord/tenant situations 
in compliance with ORC regulations.  Determines appropriate forms, 
processes paperwork as needed, and prepares correspondence, conducts 
telephone or in person conversations with landlords and tenants 
regarding policies and their implementation.   
 
Works on special projects as assigned by Supervision.   Projects may 
include analyzing complex account issues, working on departmental 
committees involving special customer situations such as lost water 
analysis, or other one-time matters.  May need to occasionally drive to 
other locations for meetings, training, or special assignments. 
 

Conducts training for new hires.  Provides back up to the cashier, 
customer service representatives, billing and collections staff as needed. 
 
 
 
 
 
 (Performs Related Duties As Required) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(*Developed After Employment) 

UNUSUAL WORKING CONDITIONS: MINIMUM CLASS REQUIREMENTS: (Including License, If Any) 
- OR - equivalent to high school diploma and four (4) years full-time work 
experience interacting with the public in a customer service environment, four (4) 
years full time work experience utilizing standard word processing, spreadsheet 
and database software and four (4) years work experience in processing billing; 
- OR – alternative, equivalent evidence of the Minimum Class Requirements 
 
(Other evidences may be submitted)  

TRAINING & DEVELOPMENT: 
 
 

 


