HERMISTON IRRIGATION DISTRICT
Job Description for The Position of
Irrigation Customer Service Representative/Receptionist


PURPOSE OF POSITION:
Serve as Customer Service Representative to the District, answer phones and route calls, update and maintain patron and water rights information, receive and record customer payments, filing, and other duties as assigned. An employee in this position keeps the District Manager informed of daily activities, also assists the Field Manager in updating schedules, documents, and work orders. This employee develops and refines a work routine and is expected to carry assignments through to completion with minimal supervision. Some tasks may have specific deadlines that must be met. Additional specific daily assignments may be assigned by Management.
 
The Customer Service Representative works under the direct supervision of the District Manager.  Supervision of others is not a responsibility of this position.

ESSENTIAL JOB FUNCTIONS:
An employee in this position may perform any of the following duties, however, the examples may not include all of the specific tasks which the employee may be expected to perform.
· Answer and route incoming telephone calls, e-mails and correspondence
· Serve as receptionist/cashier; take payments and answers questions
· Aid in accessing map locations and customer water right information
· Maintain and update customer and water right account database
· Respond to title company and realtor information requests
· Maintains the HID customer databases, electronic and hard copy
· Provide assistance and support to the Field Manager and crew
· Filing
· General office cleaning
· Performs other duties as assigned

JOB QUALIFICATIONS FOR EMPLOYMENT:
Desired Knowledgeable Skills and Requirements:
Experience that is equivalent to the employment standard listed above and that provides the knowledge and abilities. 

Must demonstrate the following competencies:
· Must be able to read and follow detailed instructions to complete state and federal reports
· Excellent communication skills in writing and speaking
· Maintain a high degree of professionalism
· Ability to read & interpret maps
· Proficiency in Microsoft applications including Word, Access, Excel and Outlook
· Proficiency in Google Apps
· Possess excellent time management skills and ability to efficiently prioritize work tasks
· Ability to establish an effective working relationship with other employees, District patrons and personnel at other agencies

Other Preferred Skills
· Knowledge of GIS and mapping software is preferred, but not required
· Bi-lingual in English and Spanish, spoken and written word is preferred, but not required

WORK ENVIRONMENT:
The employee’s work is done at a desk in an office setting. 

STARTING PAY RANGE:   $18.00 per hour DOE.  Excellent benefits package including medical benefits for employee and family, life insurance, deferred compensation retirement account, paid holidays, vacation time and sick leave.
