
Billing Clerk   
 
 
 

 
Position:        Billing Clerk  
Reports to: Controller  
Terms: Full Time-12 Month position  
Salary:                       College Scale plus benefits 
Starting Date: Position open until filled 

 
Position Summary:  

The Billing Clerk will be responsible for processing accounts receivable billings for 
the College, including third-party tuition and fees billings, prison registration, and 
billing. 

 
Essential Functions: 

1. Process all College billings for financial aid and third-party tuition and fee payments.   
The process includes but is not limited to, the following:  calculating amounts to be 
billed; coordinating billing with the bookstore management, Texas Department of 
Criminal Justice, Financial Aid department, Athletic Department, Vocational 
Department, other campus departments, or third parties; printing and mailing invoices; 
maintaining office copies of prepared invoices with an appropriate back-up; matching 
checks received to correct billings for cash receipt processing by the Cashier. 

2. Process departmental College billings for services or products sold.   The process 
includes but is not limited to, the following:  coordinating billing amounts and bill-to 
information with the department initializing the receivable; printing and mailing 
invoices; maintaining office copies of prepared invoices with an appropriate back-up; 
matching checks received to correct billings for cash receipt processing by the Cashier.  

3. Coordinate non-college billings for campus charges (i.e., copies, phone service, 
postage, etc.) with the Accounts Payable Clerk, Cashier, and Controller.   Prepare 
billings for these charges. 

4. Communicate with receivable “customers” regarding outstanding invoices or missing 
invoices.    

5. Coordinate prison registration billing with the Director of Prison Processing and the 
Director of Workforce Education. 

6. Record and sequence all checks received by mail in the check log and distribute 
checks for final processing and receipt. 

 
Secondary Responsibilities: 

1. Answer Business Office telephones. 
2. Assist with Registration.  Send statements and make phone calls to collect tuition and fees.  

Process student payments. 
3. File and scan accounts payable checks, scan procurement card receipts and charges by 

month.  Scan cash receipts daily. 
4. Cross-train and assist in other areas of the Business Office as needed to ensure the 

efficient completion of Business Office operations. 
5. Assist in maintaining a secured office area to protect money, checks, and confidential files 

maintained in the Business Office. 
6. Assist the Controller in the fiscal year-end inventory of central supply products in order to 

maintain accurate records. 
7. Residence Hall laundry room quarter collection. 



8. Workplace attendance is essential. 
9. Ability to work full-time is essential. 
10. Always be collegial, respectful, and professional with faculty, staff, and students. 
11. Perform other duties as assigned. 

 
Necessary Knowledge, Skills, and Qualifications: 

1. Ability to perform detailed work. 
2. Ability to complete large quantities of computer work quickly and accurately. 
3. Knowledge of general office procedures. 
4. Ability to establish and maintain effective working relationships with co-workers, 

other personnel, and vendors. 
5. Ability to take initiative in solving problems. 
6. Ability to work with minimum supervision. 
7. Knowledge of accounting procedures.    
8. Excellent computer and calculator (10-key) skills.  
9. Accountability and integrity when dealing with money, checks, and confidential 

material. 
10. Good work ethic and ability to handle stressful situations well. 
11. High school degree or GED is required.   Associate’s Degree preferred. 

 

To apply, please submit via e-mail only: 

1. A WTC Application (Please do not say see resume) 
2. A current resume 
3. A cover letter, not to exceed two pages, including a description of how the applicant 

meets the Qualifications as above. The applicant may also include other applicable 
professional experiences. 

Please submit your resume and cover letter to hr@wtc.edu. 
 
 
Western Texas College will not discriminate, nor tolerate discrimination in employment or 
education, against any applicant, employee, or student, based on age, race, color, religion, 
disability, national origin, sex, sexual orientation, or gender identity in its programs or 
activities. 

https://www.wtc.edu/uploads/employeeforms/WTCEmploymentApplication.pdf
mailto:hr@wtc.edu
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