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City of Dallas 
Classification Specification 

 
Title:   Cashier 
 
Application:  Career Series 
 
Supplemental/Code: Office/Clerical/4 

 
FLSA Status:  Non-Exempt 

Class Code: 34305 
 
Pay Grade: B 
 
Established:  10/01/94 
 
Revised:  01/01/09

 

Position Purpose: 

Receives, records and processes payments and fees on customer accounts or for other special services rendered by the 
city. 
 
Essential Functions: 
 
1. Receives and counts currency, checks, and money orders for payment of licenses, permits, water bill, rent, and 

admission fee (zoo) to city facilities. 
 
2. Counts and verifies amount of payment and issues a receipt of payment to customers. 
 
3. Checks and balances journal showing total funds received and disbursed for the day. 
 
4. Researches citizen complaints and amount of payment to ensure charges are accurate. 
 
5. Makes various cash refunds according to department policies and procedures. 
 
6. Maintains various filing systems ensuring copies of receipts issued, payment stubs, or payment statements are 

filed appropriately. 
 
7. Endorses checks and prepares total collection for submission to supervisor to re-verify and deposit. 
 
8.  Maintains daily report of activities performed and providing customer service through telephone. 
 
9. Audits safe, disburses cash drawers and retrieves cash drawers. Counts money turned in by other cashiers and 

checks reports for consistency   
 
10.  Serves as secondary petty cash custodian.  
 
11. Prepares reports and bill receipts of payments collected for various utilities (i.e., DART, TU Electric, 

Southwestern Bell, and Lone Star Gas) and send to company for their records. 
 
12. Regular, reliable and punctual attendance is an essential function of the job. 
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Class Code:  34305 

Knowledge, Skills, and Abilities Required to Perform Work: 

Knowledge of cashier practices and procedures. 
 
Knowledge of modern office and procedures. 
 
Ability to direct the work of others. 
 
Ability to make decisions based on policy, law, and regulations and apply them to work. 
 
Ability to maintain records journals and files. 
 
Ability to write, clear and accurate reports. 
 
Ability to deal tactfully and courteously with the public and other city employees. 
 
Ability to handle difficult and unusual situations. 
 
Ability to use ten key by touch. 
 
Ability to count large sums of money. 
 
Ability to use a computer. 
 
Ability to establish and maintain an effective working relationship with all levels of management, city officials, 
vendors, other government agencies, other employees and the general public. 
 

Working Conditions and Hazards: 

Work performed under normal office conditions. 
 

 

The above statements are intended to describe the general nature and level of work performed by personnel assigned 
to this classification and is not necessarily an exhaustive list of all responsibilities, duties and skills required. 

 

 


