
Position Description: Cashier 
 

 
Title:     Cashier 
Department:   Finance 
Physical Classification:  Sedentary to Light Work 
Union:    Local 13635, Clerical Unit 
Wage Class:   Level A; Full Time Non-Exempt, Hourly 
 
Organizational Summary:  The City of Sault Sainte Marie is a municipal governmental 
structure.  We are a public entity funded primarily by City taxpayer dollars and user fees, 
working with and for the City of Sault Ste. Marie. 
 
General Purpose:  Perform a variety of cash receipting and cashier related functions.  
Secretarial tasks and other related work as required. 
 
Supervision Received:  Assignments are performed under the supervision of the Finance 
Director or the Deputy Treasurer, if so designated by the Finance Director.  Assignments are 
made by the Deputy Treasurer and Director of Finance.  Daily work assignments are performed 
independently according to established procedures and practices with a low level of supervision.  
Work is typically checked through accounting controls, report reviews and audit processes. 
 
Supervision Exercised:  None 
 
Essential Duties and Responsibilities:  Employee may be called upon to perform any or 
all of the following essential duties, and other related duties as assigned.  

1. Collect and record all cash receipts and issue receipts for utility, license and other 
fees 

2. Record payments in appropriate accounts in the general ledger, water customer or tax 
parcel, etc. 

3.   Greet the public and answer telephones 
6.   Count cash, total checks, prepare bank deposits and deliver to bank daily 
7.   Work in conjunction with Deputy Treasurer processing daily tax receipts, reporting to 

other tax units in billing and mailing tasks, i.e.: special assessments, delinquents and 
other billings 

8.  Assist Utility Billing Coordinator and act as primary back up for this position during 
breaks and scheduled leave  

9.   Provide backup for Clerical Unit employees as needed 
10. Process refunds for overpayment and/or refund underpayment of taxes 
11. Copy and distribute various cash receipt documentation 
12. Respond to various tax balance inquiries from title companies and/or general public 
13. General office clerical work to support the department as needed.  

 
Peripheral Duties:   

1. Work effectively with the public 
2. Cross training within department to assure proper coverage  
3. Provide relief coverage for Treasurer’s Office 
4. Open, sort and distribute mail 
5. Operation of general office equipment 
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Desired Minimum Education and Experience: 

1. High School Diploma or equivalent 
2. Minimum of one-year general office experience 
 

Necessary Knowledge, Skills and Abilities: 
1. Word processing and spreadsheet software proficiency   
2. Knowledge of general office practices and procedures 
3. Ability to work well alone or in a group 
4. Excellent customer service skills 
5. Strong interpersonal, written and oral communication skills 
6. Ability to work under considerable pressure 
7. Ability to work effectively with numbers and written correspondences as required to 

perform essential and peripheral duties 
8. Mental alertness, dependability and ethics 
9. Excellent organizational skills 
10. Valid Michigan Driver License 

 
Physical Requirements: 

1. Maintain proper housekeeping within the workspace: to include filing, bending, 
reaching and lifting up to 20 lbs. 

2. Fine and gross motor skills to enter data and operate / manipulate equipment 
3. Repetitive motions in data entry/typing, filing and as required in other office tasks  

 
The description above is intended only as an illustration of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position.  The job 
description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and/or requirements of the 
job change.  The City of Sault Sainte Marie is an ADA EOE employer.  Please see the Deputy 
City Manager for a complete description of the physical activities required of this position, 
working conditions, and/or to request reasonable accommodations. 
 


