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CONTRA COSTA WATER DISTRICT

CUSTOMER SERVICE REPRESENTATIVE

DEFINITION 

Performs a variety of clerical duties of a routine and complex nature, some of which require the exercise of independent judgment, related to business functions of the District. 

DISTINGUISHING FEATURES 

The duties of this classification require the direct or indirect processing of customer service requests, information inquiries, maintenance of customer records, customer billing and customer complaints. This position is also responsible for preparing reports, calculations for customer account reconciliation, credit and delinquent account statements, new service orders, preparation of computer input and / or operation of an interactive terminal, and other activities associated with the business functions of the District. 

TYPICAL EXAMPLES OF WORK PERFORMED 

1. 
Interfaces directly with District customers and / or personnel, either in person, by telephone or by letter in order to answer complaints, inquiries, service requests, billing arrangements, or for other reasons necessitating communication from and within the District. 

2. 
Researches, assembles and analyzes information as needed. 

3. 
Prepares and maintains a variety of reports and records which are related, but not limited to, account balances, cash and sales, computer file maintenance, credit and collection of delinquent accounts, account adjustments, meter audits, and the current status of a variety of miscellaneous accounts such as deposits and refunds, etc. 

4. 
Prepares service tags, investigation work orders, collection letters and reports, and such items as may be required by other District employees for the normal performance of their duties. 

5. 
Must work from project maps, construction drawings, and communicate with personnel from other District departments in the normal course of classification duties. 

6. 
Prepares a variety of data in proper format for handling by Data Processing, and operates an interactive terminal. 

7. Performs other general clerical tasks as may be assigned. 

QUALIFICATIONS FOR EMPLOYMENT 

Education:     

Completion of twelfth grade or its equivalent. 

Experience:    

Two years experience in a clerical capacity and / or customer bill' g which involves dealing directly with the public.

Knowledge and Abilities:    

Knowledge and versatility in the use of modern office methods, practices and equipment; knowledge of billing and collection principles and practices; ability to quickly learn procedures relating to work assignments; ability to adapt to and work in a data processing environment; maintain visual and mental attention in the performance of assigned work; follow written and oral instructions; write legibly and keep neat records; must possess good oral, telephone and written communications skills; deal courteously with the public and employees; ability to make arithmetic computations and apply balancing methods with speed and accuracy. 

Other Requirements:

Successful completion of a physical examination before employment with District. 

Work outside of normal working hours may be required. 
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