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Colorado City Metropolitan District

July 18, 2025

Full-Time RECEPTIONIST/ACCOUNTS RECEIVABLE CLERK:

Colorado City Metropolitan District is currently accepting resume/application for a Receptionist/ Accounts Receivable Clerk. Applicants must have 1 year’s experience in computer skills.
Job Description: Answering and managing in coming phone calls. Receiving and posting of Utility and AOS payments. Sending out work orders, daily mail, daily deposits. Send out Billing Statements/Shut Off Notices. Attend Board Meetings, Study Sessions and Special Meetings to take minutes, record, and obtain signatures on Official Documents. Must work well with other employees and the public. Follow directives and perform other duties as assigned. 
Pay Range $18.00 – 20.00 per hour plus benefits
Please submit application to Colorado City Metropolitan District, Attn:  James Eccher, PO Box 20229, Colorado City, CO 81019 or email to colocitymanager@colocitymdco.gov 
Applications can be found on our website at ccmd.specialdistrict.org  
Colorado City Metropolitan District is an EOE.

Applications will be accepted until the position is filled. 
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