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Detailed Job Description





Intern – Customer Service


	JOB TITLE
INTERN
	SUPERVISOR RESPONSIBILITY
NONE
	DIVISION/DEPARTMENT
CUSTOMER SERVICE

	LOCATION
Pittsburg, KS   66762
	PART-TIME – 10+ HRS/WEEK
	DATE WRITTEN
11/2018

	REPORTS TO
CUSTOMER SERVICE MANAGER
	SALARY
PAY GRADE 3
	EDUCATION/EXPERIENCE
Preference will be given to candidates studying Business Administration or Accounting 

	OVERTIME EXPECTATIONS
As required.
	OVERTIME PAY/TRAVEL REQUIREMENTS
N/A
	BENEFITS
Per Employee Manual

	JOB OBJECTIVE

The primary function of this position is to provide professional customer service and assistance to citizens in the area of City services. This position performs a variety of clerical and technical tasks that will allow the intern to acquire knowledge of computer and telephone systems.

	ESSENTIAL FUNCTIONS
Respond appropriately to customer’s questions, needs, concerns relating to their utility bills.
Direct phone calls to appropriate staff that can assist.

Inputs, retrieves and updates customer data and account status into the computerized financial system.

Processes utility payments, checks payment for accuracy, enters payment arrangements, and prepares receipts, records or other documentation of payment and account status.
Manages and reconciles cash drawer.
Creates and accepts payment for garage sale permits for customers.

Other job duties as assigned.



	KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
Knowledge of:

Customer service procedures and techniques, including, but not limited to effective listening, problem solving, and conflict resolution.

Cash handling and balancing procedures.

Professional communication skills, both verbal and written.

Excellent people skills including, but not limited to how to build positive relationships, work as a part of a team and understanding non-verbal communication.

Ability to:

Recognize and maintain a level of confidentiality regarding City business.

Work with Microsoft Outlook.
Evaluate and analyze customer needs to provide exceptional customer service.
Learn department functions thoroughly in order to provide general information and explain detailed department processes and procedures.
Learn and explain regulatory compliance issues related to the assigned department’s function. 
Multitask, while maintaining a high level of attention to detail.
Perform duties accurately and efficiently under time sensitive deadlines.
Maintain effective working relationships with other City employees, supervisory personnel, state and local elected officials and the public.

	WORK REQUIREMENTS: The environment characteristics described here are representative of those an employee encounters while performing essential functions.
Work environment is primarily in a general office setting. Works in a well-lighted area and well-ventilated area. 

	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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Per the Essential Job Functions worksheet.


The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position. This job description is subject to change as the needs and requirements of the job change.
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