
       
 
Customer Service Representative 
Department:  Customer Service 
FLSA Status:  Non-Exempt 
Salary: $22.64-$29.43 per hour 
Reports to:  Customer Service Supervisor 
Prepared/Revised Date:  January 2018 
 
About the Position 
The position provides exceptional service to both internal and external customers through 
payment processing support, billing support, phone call management and acting as initial point 
of contact for customers.  
 
Essential Duties and Responsibilities include the following.  Other duties, responsibilities, 
and activities may change or be assigned at any time with or without notice. 

 Provide front desk coverage including greeting customers, accepting payments, preparing 
receipts, researching and resolving customer inquiries and concerns both in person and 
over the phone 

 Answer multi-line phone system incoming calls and assist customers or forward to 
appropriate department or person 

 Balance cash drawer daily and reconcile to payments received 
 Generate and review electronic orders to notify meter technicians to lock and unlock water 

meters due to delinquent accounts 
 Provide payment processing support through balancing customer payments, creating 

payment journals, processing return payments, working with customer to make payment 
arrangements, reviewing and following-up on payment arrangements 

 Apply late charges to customer’s accounts and create appropriate letters for third party 
disbursement 

 Prepare final water bills 
 Apply liens, lien releases and provide appropriate recording data to the County 
 Support various administrative duties related to water availability, water meters and 

scheduling of meter technicians 
 This position requires employee to be physically onsite to assist and respond to walk in 

customer needs 
 

Position Requirements 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
 
Supervisory Responsibilities:   
This position has no supervisory responsibilities. 
 
 
 
 



 
 
Customer Service Representative (continued) 
 
Education, Experience and/or Skills: 

 HS Diploma or equivalent and 2 years related experience and/or training; or equivalent 
combination of education and experience. Experience in water utility billing collection is 
desired. 

 Knowledge of MS Office Suite - WORD and Excel 
 Ability to follow through on assigned tasks and meet deadlines 
 Strong desire and ability to meet and exceed customer expectations 
 Excellent problem-solving skills including the ability to analyze information and situations 

to create solutions and take effective actions with minimal supervision 
 Able to multi-task and change priorities quickly when needed 
 Excellent organizational skills and high attention to detail 
 Strong oral & written communication skills with good phone etiquette  
 Ability to create good working relationship with co-workers and the general public, and 

ability to work well under pressure and stay calm in stressful situations. 
 Must be self-motivated and flexible with the ability to work independently with frequent 

interruptions. 
 Must maintain confidentiality and discretion regarding sensitive information 

 
 
Physical Demands:  
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. 
 
While performing the duties of this Job, the employee must occasionally lift and/or move up to 10 
pounds. Specific vision abilities required by this job include close vision and ability to adjust focus. 
While performing the duties of this job, the employee is regularly required to sit. The employee is 
frequently required to walk; use hands to finger, handle, or feel; reach with hands and arms and 
talk or hear. The employee is occasionally required to stand; stoop, kneel, or crouch. 
 
 
Work Environment:  
The noise level in the work environment is usually moderate. 
 
 
Nothing in this job description restricts management’s right to assign or reassign duties and 
responsibilities to this job at any time.  Highline Water District believes that each employee makes a 
significant contribution to our success. That contribution should not be limited by the assigned 
responsibilities. This position description is designed to outline primary duties, qualifications and job 
scope, but not limit our employees nor the organization to just the work identified. It is our expectation 
that each employee will offer his/her services wherever and whenever necessary to ensure the success of 
the company.  
 
 


