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JOB DESCRIPTION 

 
CUSTOMER SERVICE REPRESENTATIVE 

 
(Job-Shared Position) 

Under the supervision of the human resources specialist, the customer service 
representative shall be responsible to: 

 
1. Receive and screen all agency calls, determine nature of business and direct callers to 

appropriate staff. 

2. Provide callers and walk in clients with general agency and employment availability 
information as requested. 

3. Check voice mail throughout the day and take and forward messages to pertinent 
staff. 

4. Refer walk-in clientele to the appropriate staff person or department for assistance. 

5. Receive, record, and appropriately file all incoming employment applications and 
resumes.  

6. Prepare monthly reports on number of applications/resumes received for each position 
as well as quarterly reports on the employment application questionnaire data.  

7. Prepare employment applications for screening as requested by supervisor. 

8. Ensure noise level in reception area is kept to a minimum when interivews are 
conducted. 

9. Periodically update and distribute CDR central office staff phone extension list and 
update emergency role call list as necessary. 

10. Receive, record, and forward all checks, cash, and credit cards to the designated 
finance department representative and issue receipts when cash is received.  

11. Loan temporary building access cards to visitors and employees and maintain tracking 
log. 

12. Distribute and/or mail agency literature, employment applications, job descriptions, job 
announcements and other materials to the public as requested. 

13. Dial and record long distance business-related calls for central office staff as 
requested. 

14. Maintain customer service desk and waiting room area in a tidy and organized manner 
and well stocked with related materials. 

15. Receive and distribute all incoming faxes. 

16. Assist as back-up for the mail clerk by receiving, sorting, and date stamping incoming 
mail. 

17.  Perform other duties as assigned. 
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EMPLOYMENT STANDARDS 

Required Education and Experience: 

• Minimum high school graduate or equivalent. 

• Minimum of one (1) year paid experience as a full charge receptionist working with a 
multi-line phone system and performing a variety of clerical functions. Experience 
must include regular public contact both in person and over the telephone.  

• Minimum of two (2) years experience in a highly responsible clerical/secretarial position 
which required extensive public contact or customer service may substitute for the 
required receptionist experience. 

 

Knowledge and Abilities:  Fluent verbal communication skills in the English and Spanish 
languages. Ability to maintain good attendance and punctuality. Ability to maintain a warm, 
friendly and professional demeanor at all times. Ability to maintain effective communication 
and good rapport with the public and staff. Ability to maintain the highest level of strict 
confidentiality. Knowledge of Windows environment such as Word and Excel. Knowledge 
of general office procedures and practices. Ability to work under pressure.  Must be 
sensitive to multicultural, low-income, and disadvantaged families. Ability to work with 
minimum supervision while conducting assignments of varying difficulty. 

Physical Abilities: Ability to see at normal distance; hear normal conversation and 
sounds with and without a telephone head set. Ability to effectively use hands and fingers 
in the use of computer keyboard, telephone console, and other office machines. 

Other Requirements: Must submit to a pre-employment agency-paid job-pertinent 
physical examination. Employment is conditional pending satisfactory results of pre-
employment physical examination.  


