
 
 

Employment Opportunity – Water/Wastewater Department Clerk 

Location: 20 Pond Rd, Cuba, NM 87013 
Employment Type: Full-Time 
Salary Range: $37,000-$42,000 (Based on proven experience, education and approved 
municipal budget) 
Application Deadline: Open Until Filled 

 

Position Overview 

The Village of Cuba is seeking a highly organized and detail-oriented Water & Sewer 
Department Clerk to support the administrative and regulatory operations of the municipal 
utility system. This position works closely with the Village Clerk/Treasurer, Deputy Clerk 
and Utilities Department to ensure accurate utility billing, customer service, operational 
recordkeeping, and compliance with water and wastewater reporting requirements.  

This position supports the Village’s public health, environmental compliance, and essential 
infrastructure operations.  

The Village is seeking a candidate who demonstrates initiative, accountability, and the 
ability to work independently while managing time and responsibilities effectively. The 
successful candidate will assist with compiling operational data, preparing regulatory 
documentation, and supporting the timely submission of required reports including 
Consumer Confidence Reports (CCR), Discharge Monitoring Reports (DMR), and all other 
mandatory compliance documentation, while also working collaboratively as part of a 
team to support essential utility services. 

 

Key Responsibilities, but not limited to: 

• Process and manage water and sewer utility billing 

• Maintain and update customer utility accounts 

• Post payments, adjustments, and penalties accurately 



 
 

• Assist customers with account inquiries and service requests 

• Generate delinquent notices and assist with shut-off scheduling 

• Maintain accurate administrative and operational records 

• Compile operational and regulatory data for compliance reporting 

• Assist with preparation and submission of CCR, DMR, and other regulatory reports 

• Coordinate communication between customers, field staff, and administration 

• Participate in cross-training with administrative staff to support continuity of 
operations 

Perform all other duties and training as assigned by Clerk/Treasurer and Mayor. 

 

Minimum Qualifications 

• High school diploma or GED 

• Strong organizational and recordkeeping skills 

• Customer service experience preferred 

• Proficiency with computers and Microsoft Office 

• Ability to communicate professionally with the public 

Preferred: Experience with municipal utilities, billing systems, or regulatory reporting. 

 

Performance Expectations 

Employees are expected to demonstrate reliability, initiative, accountability, and 
professionalism. Job performance will be evaluated regularly in accordance with Village 
personnel policies. 



 
 
This position supports the Village’s responsibility to maintain compliance with state and 
federal water and wastewater regulations, including reporting obligations under the Safe 
Drinking Water Act and Clean Water Act. 

 

Why Work for the Village of Cuba 

Village employees play an important role in supporting the community and maintaining 
essential public services. The Village values teamwork, accountability, and commitment to 
public service. 

Upon hire, a detailed job description outlining specific duties and responsibilities will be 
provided and must be reviewed and signed by the employee. 

Final candidates may be subject to a background check in accordance with applicable 
laws and Village policy. 

Application Process 

Applications may be picked up and submitted along with resume in person at: 
Cuba Public Library 13 E Cordova Ave, Cuba, NM 87013. (Please ask for Cuba Public Library 
Director Manuela Chacon for assistance.) 

Or download an application from https://www.cubanm.gov/employment/, fill out and email 
with resume to: patriciam@cubanm.gov 

Disclaimer: This job posting is intended to describe the general nature of the position and 
is not intended to be an exhaustive list of all responsibilities, duties, or qualifications 
associated with the position. Job duties may change as organization needs and policies 
change. The Village of Cuba reserves the right to modify job duties, hiring procedures, or 
position requirements as necessary to meet operational needs. 

 

 

https://www.cubanm.gov/employment/

