
Accounts Receivable Clerk 

Midway Sewer District is in the Kent/Des Moines area, and accepting applications for the position of 

Accounts Receivable Clerk. This position provides general accounting and administrative duties for the 

office, and customer service. Work is performed at our Office, and our office hours are Monday to 

Friday, 8:00 a.m. to 4:00 p.m. 

 

The Clerk will be responsible for:  

- Customer service, which includes receiving customer payments (over phone and in-person), 

and work with tenants and property owners on billing issues and questions. 

- Produce and record liens as necessary. 

- Preparation of reports for Board of Commissioner meetings twice a month. 

- Bi-monthly billing of sewer customers. 

- Bank deposits and reconciliations as needed. 

- In charge of program for rental properties. 

Qualifications: 

Required: Candidate must have a positive attitude and proactive approach to work. Candidate must be 

able to work independently and communicate effectively both in person and on the phone. Excellent 

customer service skills, 5 years office experience where bookkeeping and customer interaction was 

required, ability to multitask effectively, detail oriented, be proficient on a PC and the Microsoft Office 

suite.  A clean, valid WA state driver’s license is required. Midway Sewer is a drug-free company. 

 

Preference:  Preference is given to candidates with work experience with municipalities and/or 

customer billing software experience.  

 

Compensation: 

 

Salary is dependent on qualifications with a range of $48,000 to $58,000. Midway Sewer offers a full 

benefit package and Washington State PERS retirement. 

 

All application materials including a cover letter, resume and district application must be received to be 

considered. This position will remain open until filled.   

 

Completed applications can be emailed to:   Cordelia@midwaysewer.org   

 

or hand-delivered to:   or mail to: 

 

Midway Sewer District   Midway Sewer District 

3030 S. 240th St.    PO Box 3487 

Kent, WA 98032   Kent, WA 98089 

 

For questions or other information please contact Cordelia Ford at (206) 824-4960 or 

Cordelia@midwaysewer.org. Prior to employment, a criminal background check, driving record and 

reference checks will be conducted on the top candidates. 


