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James Island Public Service District

Dedicated to Public Service Excellence

DEPARTMENT OF HUMAN RESOURCES

POSITION DESCRIPTION

CLASS TITLE: CUSTOMER REVENUE SPECIALIST 1 CLASS CODE: CS07

DEPARTMENT: Finance PAY GRADE: 42

REPORTS TO: Administration Manager FLSA: Non-Exempt

SUPERVISES: N/A REVISED: 07/20/22

PURPOSE AND SCOPE:

Under the direct supervision of the Administration Manager, provides excellent customer service to
residents, visitors and associates, ensuring calls are answered in a timely, efficient, and
knowledgeable manner; collects and processes daily payments; and maintains accurate customer
account information and processes other finance functions as directed. Provides Wastewater and
Solid Waste administrative support as assigned. This position is designated as Non-Essential in the
event that the District's Emergency Operation Plan is activated.

ESSENTIAL FUNCTIONS:

% Time (Total of Essential Functions Must Equal 100%)

35% Receive and process customer wastewater payments. Responsible for receipts and handling
revenue. Responsible for end of day balancing and preparing daily deposits. Processes tax
payments from other entities. Prepare routine and on-request operational, analytical, and statistical
reports. Responsible for processing electronic data daily for cash receipting. Processes daily mail,
bank deposit, and routine clerical tasks.

35% Answer phone calls daily and fields to appropriate staff or departments. Handles all customer
experience dealing with the front office. Solid Waste collections and Wastewater activities. Ensure
the customers experience are answered in a timely, courteous, professional, efficient and competent
manner. Provide excellent customer relations with best possible outcomes.

20% Process wastewater permit applications. Maintain current and accurate customer account data.
Processes Wastewater work orders for disconnects, odors, and manhole cover issues. Investigates
and initiates delinquent account recovery compliant with related laws and statutes.

10% Prepares and analyzes customer consumption and usage trends to evaluate and compose reports
for wastewater rate study and management. Other tasks as assigned to ensure the success of the
District's mission.

100% Total Essential Functions
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