Loup Power District
"Serving You Electrically”

JOB DESCRIPTION FORM g
Division/Department Accounting and Finance
Location Columbus General Office
Job Title Customer Service Representative
Reports to Customer Service Supervisor
Level/Grade__4H Type of position: Hours_ 40/ week
Full-time Exempt
Job Code 115 Part-time Nonexempt

POSITION DESCRIPTION

The Customer Service Representative is responsible for handling all customer contact regarding the billing and
payment receipt process.

EDUCATION AND EXPERIENCE

High school degree or equivalent education

At least one year of business school or equivalent work experience

Experience handling cash transactions preferred

Must be proficient in MS based programs, ability to operate office equipment and machines
Maintain a valid Nebraska driver’s license with a responsible driving record

ESSENTIAL JOB FUNCTIONS

Perform cashier duties as assigned

Initiate contact with customers as assigned
Initiate service orders and route accordingly
Take care of water heater information
Process mail — UPS & USPS

Route calls to District personnel

NON-ESSENTIAL JOB FUNCTIONS

® Directing customers/visitors to appropriate personnel
® Answer incoming telephone calls and transfer as appropriate in a professional manner
® Attend all safety meetings and serve on committees as requested
® Perform other duties assigned
WORK ENVIRONMENT
® QOccasional interruptions throughout the work period
® Competent use of the telephone and computer equipment
® Ability to identify and correct discrepancies
® Professionally handle all contact with the public as required to perform assigned duties
® Efficiently perform all duties assigned



PHYSICAL ACTIVITY REQUIRED

LIFTING Never

Occ Freq Cont

CLIMBING

Never

Occ Freq

Cont

10 Ibs

Stairs

11-15 Ibs

x

Ladder

26-50 Ibs

Other

51-75 Ibs X

76-100 Ibs

x

AGILITY

Never

Occ Freq

Cont

+100 Ibs X

Balancing

Bending Over

SEEING Never

Occ Freq Cont

Carrying

Near Vision

Crawling

Far Vision

Color Vision

Eye/Hand/Foot
Coordination

Grasping

VERBAL
COMMUNICATION

Kneeling

Pulling

x

Pushing

REACHING Never

Occ Freq Cont

Sitting

Out

Standing

Overhead

Low (below
knees)

REVIEWED BY

APPROVED BY

DATE APPROVED

REVISED DATE

WALT WILLIAMS

NEAL SUESS

SEPTEMBER 1, 2008

01/01/20- 08/03/12

Title

Title

V.P. OF ACCT AND FINANCE

PRESIDENT/CEO
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