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CLEARFIELD, CITY OF (UT) 
invites applications for the position of:

Customer Service Center Representative I

SALARY: $14.38 Hourly 

OPENING DATE: 07/27/20

CLOSING DATE: 08/10/20 10:59 PM

GENERAL PURPOSE:

Perform a variety of entry level complex clerical duties and customer service functions as needed to
assist the general public and the staff of Clearfield City.
 
SUPERVISION RECEIVED
 
Works under the close to general supervision of the Customer Service Center Supervisor.
 
SUPERVISION EXERCISED
 
None

EXAMPLES OF DUTIES:

Greet the public; respond to requests for information and provide factual information related to city
services, programs, and general policies, practices and procedure; provide walk-in patrons with
requested forms, publications and other informational materials; take payments both over the phone
and in person, provide appropriate receipts/confirmation numbers.
 
Performs daily "start work" activities such as opening and preparing cash register and/or drawer;
receives and opens mail; processes night drop payments; collects and receipts payments for utility
billings, licenses, fines, fees, tickets and related city services; follows established processes and
procedures based upon department policies; reconciles receipts with deposits.
 
Direct walk-in clients and visitors to proper office locations; apprise staff of guest arrivals; listen to
public complaints, questions, etc; respond to questions and concerns by referring individuals to
appropriate personnel for assistance and by creating appropriate work orders.
 
Operate complex telephone equipment; receive, respond to and direct incoming telephone calls; query
callers to identify needed assistance, determine appropriate department or office and direct calls
accordingly; follow-up with customers to make sure questions are answered and problems are
resolved.
 
Performs general office typing as needed to complete forms, memos, letters, schedules, applications
and correspondence, maintains numeric and alphabetical files; makes copies.
 
Assists with clerical functions, such as but not limited to: utilities, police records (including
fingerprinting services, Sex Offender registry and Child Abuse registry), community development, and
community services; Administrative support such as, but not limited to, travel arrangements,
conferences, committee meetings, etc.
 
Unlocks doors of building in the morning and locks doors of building at the close of business.
Maintains the roster of city telephone numbers.
 
Perform other duties as assigned.
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MINIMUM QUALIFICATIONS:

Education and Experience: 

Graduation from high school plus one year specialized training AND
Two (2) years of administrative experience related to above duties, OR
An equivalent combination of education and experience. 

Special Qualifications: 

Must have a certified typing speed of 50 WPM.
Must be eligible to serve as a notary.
Must be eligible to receive a security clearance for access to state computer (BCI, DLD, NCIC,
NVRG, INLETS).

ADDITIONAL QUALIFICATIONS/INFORMATION:

Essential Functions, Knowledge, Skills, and Abilities:
 
Working knowledge of modern office practices and procedures;  proper grammar, spelling, and
punctuation; modern filing systems related to alphabetical and numerical files; personal computer
operations and various program applications such as word processing and spreadsheets, etc.;
telephone etiquette, various office machines, i.e. ten key, copy machine, laminator, etc.  Some
knowledge of administrative procedures; legal processes associated with the maintenance of public
records and documents; current codes, standards, safety practices and principles required to meet
building standards; planning and zoning codes; interpersonal communication skills, bookkeeping and
basic accounting.
 
Skill in taking and transcribing dictation from hand written notes or from recording equipment;
computer keyboard operations.
 
Ability to exercise initiative, independent judgment and to act resourcefully under varying conditions;
communicate effectively verbally and in writing; ability to establish and maintain effective working
relationships with fellow employees, elected officials and other agencies of the public; perform general
bookkeeping; establish and maintain comprehensive records and files.
 
Work Environment:
 
Incumbent of the position performs in a typical office setting with appropriate climate controls.  Tasks
require a variety of physical activities not generally involving muscular strain, such as walking,
standing, stooping, sitting, reaching, talking, hearing, and seeing.  Rapid work speed required to
perform keyboard operations.  Common eye, hand, finger, leg, and foot dexterity exist.  Mental
application utilizes memory for details, verbal instructions, emotional stability, discriminating thinking,
and some guided problem solving. 

APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.jobs.clearfieldcity.org

55 S State Street
Clearfield, UT 84015
801-525-2742

ricki.miller@clearfieldcity.org

Position #072020-351
CUSTOMER SERVICE CENTER REPRESENTATIVE I

RM

Customer Service Center Representative I Supplemental Questionnaire

 

* 1. Do you meet the minimum type speed requirement? (Please submit a five minute internet type test
with your application.)

 Yes     No

 

* Required Question

http://www.jobs.clearfieldcity.org/
mailto:ricki.miller@clearfieldcity.org

