
 
 
 

Utility Accounting Assistant 
 
 

Boxelder Sanitation District seeks a full-time Utility Accounting Assistant to join our team. The 
Accounting Assistant will provide customer service and accounts receivable support for the District. This 
is an on-site position located in our Fort Collins, Colorado administrative office. 
 
We are a Special District (local government) established in 1965 to provide wastewater treatment in 
portions of Fort Collins, Windsor, Severance and Timnath. The District maintains 100 miles of sewer lines 
and treats approximately 1,940,000 gallons of wastewater every day.  
 
 

RESPONSIBILITIES INCLUDE 
 Answer phone, respond to emails, greet customers and take payments  
 Process account changes such as change of address, auto-pay, phone number and name changes 

using specialized accounting software (Caselle) 
 Prepare final billing information for title companies 
 Set up new customers 
 Collect on overdue accounts 
 Enter paperless billing into Caselle 
 Process receipts, generate daily cash report and bank deposit 
 Daily errands to bank and post office; sort and distribute mail 
 Review returned mail and follow-up as needed 
 Assist with filing for the finance department 
 Monitor office supplies; order new supplies and equipment when needed 
 Order catering for district meetings 
 Maintain vendor records such as certificates of insurance and W-9 forms 
 Back up accounts payable when needed including: 

 Code, enter invoices and print checks 
 Review and print 1099s 
 File report for Colorado Payback 

 Write and update SOPs 
 

QUALIFICATIONS INCLUDE 

 High School diploma or equivalent required 

 One-two years related experience required 

 Excellent customer service skills 

 Excellent organizational skills and attention to detail 

 Strong computer skills including accounting software (knowledge of Caselle a plus), Microsoft 

Word and Excel 



 Strong verbal and written communication skills 

 Ability to read, analyze, and interpret financial data 

 Ability to solve practical problems  

 Ability to accurately and quickly calculate figures and amounts 

 Must work well under pressure, be self-motivated, service-oriented, efficient and accurate 

 
WORK ENVIRONMENT 
This person must be able to work in a team environment in an office setting.  
 

PHYSICIAL ACTIVITIES 
Prolonged periods sitting at a desk and working on a computer; must be able to lift up to 15 pounds at 
times. 
 

BENEFITS AND COMPENSATION 
The District has an excellent benefits package including: 

 Health, dental and vision insurance (The District pays 100% of employee health insurance) 

 Health Reimbursement Account (HRA) 

 Retirement benefit through Public Employees’ Retirement Association (PERA) 

 Optional matching 401(k) plan (up to 3% match) 

 Fourteen paid holidays 

 Generous vacation and paid time off plan 

 Life insurance  

 Professional development opportunities 

 Tuition reimbursement program 

Starting compensation depending on experience and qualifications: $19.00-22.50 per hour. 
 

HOW TO APPLY 
To apply, please email your cover letter and resume to recruiting@boxeldersanitation.org.  
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