
Pine	Strawberry	Water	 Improvement	District	

PO	Box	134,	Pine	AZ	85544	(Mailing	address)	

6306	W	Hardscrabble	Mesa	Rd,	Pine	AZ	85544	(Office	location)	

(928)	 476-4222	

CUSTOMER	SERVICE	REP	1	

PosiUon:		 	 Customer	Service	RepresentaUve	1	

Category:	 	 Full	Time	-	Nonexempt	

Division:	 	 Customer	Service/AdministraUon	

Reports	To:	 	 Accountant	

Schedule:	 	 Monday-Friday,	8	AM-4:30PM.		

Pay	Range:	 	 $24,960	to	$31,200	per	year	

	 	 	 Dependent	on	Experience	&	QualificaUons	

JOB	SUMMARY:	

Under	direct	supervision,	performs	a	variety	of	rou4ne	office,	clerical,	cashiering	and	secretarial	support	

func4ons	for	the	Customer	Service	&	Opera4ons	Division.	Reports	to	the	Accountant.	

SUPERVISION:	

This	posi4on	has	no	supervisory	responsibility.	

DUTIES	AND	RESPONSIBILITIES:	

Essen4al	 func4ons,	 as	 defined	 under	 the	 Americans	 with	 Disabili4es	 Act,	 may	 include	 any	 of	 the	

following	tasks,	knowledge,	skills	and	other	characteris4cs.	 	This	is	not	intended	to	be	a	comprehensive	

list;	 it	 is	 intended	 to	 provide	 a	 representa4ve	 summary	 of	 the	 major	 du4es	 and	 responsibili4es.		

Incumbent(s)	 may	 not	 be	 required	 to	 perform	 all	 du4es	 listed,	 and	 may	 be	 required	 to	 perform	

addi4onal,	posi4on-specific	tasks.	

▪ Employees	will	support	the	District’s	policies	and	role	model	these	behaviors	by:	

a. Cul4va4ng	a	posi4ve	work	environment.	

b. Providing	quality	customer	service	and	maintaining	produc4ve	working	rela4onships.	

c. Priori4zing	and	seRng	manageable	goals.	

d. Being	efficient	with	4me	at	work.	

e. Communica4ng	effec4vely	with	management,	staff,	customers,	and	visitors.	

f. Being	flexible	and	taking	cri4cism	construc4vely.	

▪ Employees	will	support	compliance-related	items	by:	

g. Following	internal	procedures	and	external	regula4ons.	

h. Bringing	compliance	issues	to	the	aXen4on	of	management.	

i. Working	collabora4vely	in	all	facets	of	posi4on	to	meet	posi4on	requirements	and	support	

District	goals.	

j. Conform	with	all	safety	rules	and	use	all	appropriate	safety	equipment.	
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The	following	du4es	are	normal	for	this	posi4on.		The	omission	of	specific	statements	of	the	du4es	does	

not	exclude	 them	from	the	classifica4on	 if	 the	work	 is	 similar,	 related,	or	a	 logical	assignment	 for	 this	

classifica4on.		Other	du4es	may	be	required	and	assigned.		
• Staff	department	customer	counter;	accept	customer	payments	for	various	district	fees	and	the	

ability	 to	make	change,	 issue	 receipts;	 reconcile	cash	and	checks	on	a	daily	basis,	and	provide	

various	du4es	regarding	customer.		
• Perform	 document	 processing,	 data	 entry,	 record	 keeping,	 and	 report	 compila4on	 using	 a	

computer	 and	 soZware	 specific	 to	 water	 department,	 maintain	 forms,	 records,	 reports,	

correspondence	files,	and	 related	 informa4on	 in	a	 systema4c	manner;	operate	standard	office	

equipment.	
• Answer	telephone	calls	and	provide	informa4on	regarding	District	services	and/or	direct	calls	to	

the	 appropriate	 staff	 member;	 assist	 with	 community	 safety	 and	 educa4on	 projects;	 assist	

members	of	the	public	by	providing	informa4on,	comple4on	of	forms,	or	retrieval	of	data	from	

files;	 direct	 visitors	 to	 appropriate	 staff	 or	 requested	 service	 area.	 Take	 phone	 payments	 and	

record	in	payment	soZware.	
• Create	Service	Orders	and	follow	up	on	record	keeping	and	compliance.	
• Collec4on	of	delinquent	accounts,	issue	door	tags	&	shut	off	work	orders.	
• Pick	up	District	mail	 from	post	office	and	distribute	to	appropriate	departments.	Process	office	

bills	and	give	to	Accountant	for	payment.	
• Perform	other	related	du4es	as	assigned.		

EDUCATION	AND	EXPERIENCE	REQUIRED:	

High	school	diploma	or	GED	equivalency	supplemented	by	one	college-level	 course	 in	office	prac4ces,	

word	processing,	or	closely	related	field;	and	one	(1)	year	of	full	4me	office/clerical	experience	involving	

contact	with	 the	public;	or	any	equivalent	 combina4on	of	experience	and	 training	which	provides	 the	

knowledge	and	abili4es	necessary	to	perform	the	work.	

CerUficates,	Licenses,	RegistraUons:	

❑ Must	possess	a	valid	State	of	Arizona	Driver’s	License	

Skills	and	AbiliUes:	

❑ Knowledge	of	general	office	prac4ces	and	procedures;	
❑ Knowledge	of	basic	mathema4cs,	basic	accoun4ng/record	keeping	principles;	
❑ Knowledge	of	formats	for	correspondence,	reports,	and	record	files;	
❑ Skill	in	following	oral	and	wriXen	instruc4ons,	policies	and	procedures.	
❑ Skill	in	establishing	and	maintaining	effec4ve	working	rela4onships	with	other	staff	and	members	of	

the	public;	
❑ Skill	in	opera4ng	standard	office	equipment,	including	computer	terminals,	copy/fax	machine,	&		

10-Key	&	phone.	
❑ Skill	in	typing	40	wpm.	
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Sofware	Skills:	

❑ Word	Processing	(MS	Word)	
❑ Spreadsheets	(Excel)	
❑ E-Mail	(Outlook	Express)	
❑ Payment	Processing	SoZware	(Pelorus	Fund	Accoun4ng	SoZware/Xpress	Bill	Pay)	
❑ Internet	(moderately	proficient	in	using	search	engines)	

Physical	Demands:	

The	physical	demands	described	here	are	representa4ve	of	those	that	must	be	met	by	an	employee	to	

successfully	perform	the	essen4al	func4ons	of	this	job.		Reasonable	accommoda4ons	may	be	made	to	

enable	individuals	with	disabili4es	to	perform	the	essen4al	func4ons.	

While	performing	the	du4es	of	this	job,	the	employee	is	regularly	required	to	talk	and	hear.		The	

employee	is	regularly	required	to	stand,	walk,	sit,	use	hand	to	finger,	handle	or	feel	objects,	tools,	or	

controls;	and	reach	with	hands	and	arms.		Employee	may	be	required	to	carry,	push/pull	objects	and	

materials	up	to	25	pounds.		Specific	vision	abili4es	required	by	this	job	include	close	vision,	ability	to	

adjust	focus,	and	manual	dexterity	in	combina4on	with	eye/hand	coordina4on.	

Examples	include	but	are	not	limited	to:	

Standard	office	equipment	such	as	personal	computer,	telephone,	copy	machine,	10-key	calculator,	fax	

machine	that	require	con4nuous	and	repe44ve	arm	or	hand	and	eye	movement.	

Employee	must	have	sufficient	clarity	of	speech	and	hearing	to	permit	discern	verbal	instruc4ons,	use	of	

telephone,	and	communica4ons	with	others.	

Posi4on	requirements	are	primarily	carried	out	in	an	office	environment	or	mee4ng	forum.		Noise	level	is	

usually	moderate.	

The	above	statements	are	intended	to	describe	the	general	nature	and	level	of	work	performed	by	

people	assigned	to	this	job.		They	are	not	intended	to	be	an	exhaus4ve	list	of	responsibili4es,	du4es	and	

skills	required	of	personnel	so	classified.		Other	func4ons	may	be	assigned	and	management	retains	the	

right	to	add	or	change	the	du4es	at	any	4me	

Equal	Opportunity	Employer	

All	qualified	applicants	will	receive	considera4on	for	employment	without	regards	to	age,	race,	color,	

religion,	sex,	disability,	veteran’s	status,	na4onal	origin,	gene4c	informa4on,	or	sexual	orienta4on.	

Reasonable	accommoda4ons	for	persons	with	a	known	disabling	condi4on	will	be	considered	in	

accordance	with	State	and	Federal	Law.	
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