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Customer Service Representative I 

                                                     Salary Range:  $37,050 - $46,800 
 
JOB SUMMARY:  This is a full-time non-exempt entry level position that involves basic clerical duties which 
support the preparation and certification of a county-wide tax roll.  The work performed is subject to close 
supervision and reviewed through conferences and performance evaluations.  
 
 

This job description does not contain a comprehensive listing of activities, duties or responsibilities 
required for this job.  Duties, responsibilities and activities may change at any time with or without notice. 

 
ESSENTIAL FUNCTIONS   
 

- Manage a large amount of incoming calls. 
- Respond to telephone inquiries from the public and other County agencies in a polite and 

courteous manner; direct calls appropriately.   
- Identify and assess the public’s needs to achieve satisfaction. 
- Provide accurate, valid and complete information by using the correct methods/tools. 
- Retrieve information on request and maintain records. 
- Follow communication procedures, guidelines and policies. 
- Make computations and tabulations accurately with reasonable speed. 
- Assist the public when needed or asked.  
- Sort and file material alphabetically, numerically, and by other predetermined departmental 

categories. 
- Open, sort, and distribute mail. 
- Operate modern standard office equipment and relevant software; perform data entry 

assignments in a computerized system accurately and with reasonable speed. 
 
ADDITIONAL RESPONSIBILITIES       Perform other related work as required. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES  
 

- Knowledge of business English, spelling, and mathematics.  
- Strong phone contact handling skills and active listening. 
- Ability to understand and follow oral and written instructions.     
- Ability to understand and comply with departmental deadlines. 
- Ability to learn assigned clerical tasks readily and to adhere to prescribed routine.  
- Ability to multi-task, prioritize and manage time effectively. 
- Ability to process work through various software. 

 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES  
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- Ability to work effectively with the public, staff of other county offices, and co-workers. 
- Ability to use MS Office Suite (Word, Excel and Outlook).   
- Ability to operate modern standard office equipment including but not limited to telephone, 

computer and supporting software, calculator, copy machine, scanner, microfiche 
reader/printer, and fax machine. 
 
 

EDUCATION AND EXPERIENCE  
 

- Graduation from high school or recognized equivalent.   
-      A minimum of one-year clerical or administrative work experience required; customer support 
experience preferred. 

                                                    

PHYSICAL REQUIREMENTS   
 

- Typically sit at a cubicle, desk, table or counter.  
- Use fingers and hands to operate computer keyboard. 
- Occasionally walk, stand, stoop or kneel. 
- Occasionally lift, carry, push, pull or otherwise move objects weighing up to 25 pounds. 
- Occasionally ascend or descend stairs. 
- Work for sustained periods of time maintaining concentrated attention to detail. 

 

 
 
WORKING CONDITIONS  
 

- Work is regularly performed in an environmentally controlled office setting. 
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Department: Customer Service Rep I Min. Years of Experience: A minimum of one-year 
clerical or administrative work 
experience required; customer 

support experience preferred. 

Classification: Non-exempt Employment Type: Full-time 

Salary Range: $37,050 - $46,800 Manages/Supervises Others: No 

Required Education: 
Graduation from high school or 
recognized equivalent.   

 
Reports To: Department Manager 

 

 
 
 
  
       Submit application to Human Resources via email to pa-hr@pbcgov.org 
 
 

 
 
 
Certain servicemembers and veterans, and the spouses and family members of such servicemembers and veterans, receive 
preference and priority, and that certain servicemembers may be eligible to receive waivers for postsecondary educational 
requirements, in employment by the state and its political subdivisions and are encouraged to apply for the positions being 
filled. 
 
In compliance with the American with Disabilities Act, the Office will provide reasonable accommodations to qualified 
individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with 
Human Resources.   
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