
CUSTOMER SERVICE REPRESENTATIVE
(Full Time Position)
SALARY: C $2,654.03 - $3,225.99 per Month

REPORTS TO:  Office Manager
GENERAL RESPONSIBILITIES:
Under general supervision to perform varied and moderately difficult clerical work; CUSTOMER SERVICE; receives and receipts utility services and other services at the counter and by mail; reporting of Utility Department records; and assists with clerical duties in other departments as needed.
EXAMPLES OF DUTIES:
Receipts and processes daily and monthly information on water plants & wastewater plant; receives payments for utility services at the counter and by mail; issue receipts for payments; maintain records of payments received and prepare bank deposits and cash reconciliation sheets; type a wide variety of material from rough draft, copy and/or verbal instructions; may type letters, reports, various forms and statistical data; answers inquiries involving utility payments and other departmental activities; check and calculate statistical data; make mathematical calculations; operate computers, calculators and other office equipment; receive and transmit telephone and radio communications; inputs all new accounts, closed accounts; also serves as the Utility Billing backup support and other duties as required.
DESIRABLE QUALIFICATIONS:
Knowledge of: Office methods, practices and procedures. Employees in this class are expected to perform a wide variety of general clerical duties within a framework of established procedures and have the ability to choose among a limited number of alternatives in solving problems. Employees in this class have continual contact with the public, receiving payments and answering wide variety of questions or giving out information from established records. Knowledgeable in word processing and 10-key.
Skills: Perform clerical work involving use of independent judgement requiring accuracy and speed; use vocabulary, spelling, grammar in a proficient manner; make mathematical computations and keep accurate records; collect and account for currency; type at a speed of 45 words per minute from clear copy; understand and carry out oral and written directions; establish and maintain cooperative relationships with those contacted in the course of work.
EDUCATION AND EXPERIENCE:
High School education or the equivalent and three years of experience in typing and general clerical work.  Experience with computers. Bilingual preferred.
Class C Drivers License Required.

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.
EMPLOYEES SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.
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