Gemral\A/ater

Essential & Exceptional

NOTICE OF JOB OPENING
Customer Service Representative | - Office
3-5 Openings
Internal and External

Opening Date: 7/7/2026 Closing Date: Open until filled

Classification: Grade 5, Non-Exempt $24.06 hourly

Summary of Job Duties and Responsibilities: the CUSTOMER SERVICE REPRESENTATIVE | - OFFICE
assists customers via phone, email, web, and in-person regarding water services; assists customers with billing and
service problems; processes transactions affecting customers’ accounts; reviews collection work orders; performs
clerical duties; may act as temporary relief for other positions in the Customer Service Department; processes night-
depository payments; and performs other duties as assigned.

Knowledge, Skills, and Abilities:

Knowledge of mathematics.

Knowledge of telephone techniques.

Ability to perform duties without direct supervision.

Ability to interpret and explain policies and procedures to customers.

Ability to extract information from written records and orally from customers.

Ability to communicate orally and in writing effectively with customers.

Ability to maintain a positive, professional helpful attitude.

Ability to deal with customer complaints, angry customers, etc. without losing temper.
Ability to use independent judgement to make decisions regarding customer accounts
Ability to perform mathematic computations.

Ability to search for files and to verify data.

Ability to operate a 10 key calculator, computer or type by touch, phone, headset, and fax.
Ability to write legibly in small spaces.

Ability to be sympathetic and discuss tactfully with customers.

Ability to perform work accurately and maintain work level standards.

Skilled in operation of computer terminal, i.e., enter, retrieve, and update.

Minimum Qualifications:
Two (2) years of call center work experience using a computer terminal to access customer records i.e., entering,
updating, and retrieving, with work experience in resolving customer complaints OR

Two (2) years of face-to-face customer service experience with work experience in resolving customer complaints.

Preferred Qualifications:
Bilingual candidates

Special Qualifications:

Must be 18 years or older.

Must pass a criminal background check (for all positions if filled by external candidate).

Must possess above average interpersonal skills to interact with customers, employees, etc., in a courteous
manner.

Must ensure customer satisfaction and provide professional customer support.

Must be a high-performing, innovative, values driven, informed and passionate individual.

Work Conditions:
Works in a heated and cooled typical office environment.

The above describes the general content and requirements for this job. It is not intended to be an all-inclusive list of
duties, responsibilities, or requirements.

Application must be completed to be considered for the position.

Central Arkansas Water is an EQUAL OPPORTUNITY EMPLOYER that does not discriminate in its employment practices.
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