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CONTRA COSTA WATER DISTRICT

CUSTOMER FIELD REPRESENTATIVE

DEFINITION
Under general supervision, makes field service calls on customers to perform a variety of service and collection tasks.

DISTINGUISHING CHARACTERISTICS

The duties of this position involve turning water services on or off, setting and reading meters, collecting delinquent bills, and inspecting consumer property for leaks and other billing related issues, all of which require dealing with the public.  Tact, initiative, and good judgment are necessary in carrying out these duties.

SUPERVISION RECEIVED

Receives direct supervision from assigned supervisory and management staff.

EXAMPLES OF ESSENTIAL DUTIES

1.
Drives a District vehicle to specific locations, or on assigned routes, in order to:

a.
turn water on and off

b.
set and remove meters

c.
read meters and other water measuring devices

d.
collect delinquent bills and closing bills

e.
investigate and handle routine complaints, including verification of proper billing factors (meter size, acreage, etc.)

f.
advise consumers about District service policy

g. inspect meters and perform minor repairs, as needed

h. identify, verify and monitor all service connection activities

i. survey property for illegal connections, etc.

2.
Prepares reports of work performed and cash collected.

3.
Performs related duties as required including, but not limited to, assigned functions generally within the scope of duties assigned to Meter Readers and the Senior Customer Service Representative.

QUALIFICATIONS FOR EMPLOYMENT

Knowledge of:

District policies and service area.  Knowledge of meter reading devices and sizes and types of water meters.

Ability to:

Perform arithmetic computations; make change accurately; to deal courteously and effectively with the public; use good English; make clear, legible reports; and operate a motor vehicle skillfully and safely. Ability to perform moderately strenuous physical labor activities outdoors under a variety of climatic and geographic conditions.

Education:  

Completion of twelfth grade or its equivalent.

Experience:  

Two years of employment with a water utility or two years in field or office work involving customer contact.

Physical Demands:

Work is performed outside in all types of weather.  The position requires the ability to talk, listen, stoop, climb, kneel, reach, sit, stand, move, observe, and engage in repetitive motions.  This position requires lifting or moving up to 30 pounds.

Other Requirements:  

Must possess a California driver’s license and have a satisfactory driving record.  Must successfully complete a pre-employment examination before employment with the District.  Work outside of normal working hours may be required.
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