NOTICE OF VACANCY AND HIRING ACTION

FOR

CUSTOMER SERVICE WORKER

Position:  Customer Service Worker

Department:   Customer Service
Title of Immediate Supervisor: Administrative Manager

General Duties:

The Customer Service has a position available now. Under immediate supervision, receives bill payments from customers and accounts for receipts, communicates with customers concerning application for service, deposits, billing inquires, and performs related work as required. Must be insurable. Must be able to speak English clearly at normal rate of conversation. 
The employee will work with a computer terminal for entering cash received, for questionable bills and to process deposits. Employee will operate a mail opening machine and adding machine. 

The employee is responsible for checking bill stubs against checks or money for correctness and marks stubs, as necessary. The employee will process, and records payments received through the mail, from the night drop box, collection agencies and customers who pay at the Water Works office. The employee will tabulate, and balance cash received on a daily basis. 
The employee will, as required, work for the Administrative Manager and assists other Customer Service personnel during breaks, lunch hours and other tasks as assigned. The employee is responsible for directing visitors and callers to the proper person or department. The employee must be able to work with little or no direct supervision.

Required Experience and Training:


High School diploma or equivalent, plus six months to one year experience.


Type 40-45 words per minute.


Public relations skills are also required.


This is an entry-level Grade 1 position.

Job duties are more fully set forth in the Position Description. To review the Position Job Description or for further information see Hilleary Schrage, Administrative Manager.

