
  

DDeellttaa  NNaattuurraall  GGaass  CCoommppaannyy,,  IInncc..  

JJoobb  DDeessccrriippttiioonn  
 
 

 

Job Title:   Customer Representative      
Reports To:    District  Manager        

Grade:     N05          

Section:    Distribution         

Effective Date:    01/01/2009         

 
 

 

Function: 

 

Under general supervision of, and reports directly to, the Customer Service Supervisor. 

 

Duties: 

1. Prepares service calls, schedules and dispatches service work to Customer Service Representatives. 

2. Maintains various records including, but not limited to, transportation reports, cathodic and leak 

reports, final notices and disconnects, time and expense reports, material usage reports and 

summaries, weather, damage prevention forms, home energy audit requests and meter history 

records. 

3. Maintains appropriate customer accounting records including, but not limited to, managers fund 

accounts, cash receipts, bank deposits. 

4. Maintains appropriate material handling records including, but not limited to, purchase 

requisitions, material receiving records and transfers, inventory and material catalogs. 

5. Performs various stenographic and clerical duties including, but not limited to, typing, opening the 

mail, filing, radio and telephone communications. 

6. Receive payments of gas bills and miscellaneous invoices, prepare bank deposits and maintain 

petty cash funds. 

7. Maintain a neat personal appearance and continuously strive to promote improved customer, 

employee and public relations. 

8. Maintain Company manuals, tariffs and other records in compliance with the Kentucky Public 

Service Commission and/or other regulatory agencies and is familiar with the rules and regulations 

of the Company, the Kentucky Public Service Commission and other regulatory agencies. 

9. Shall be required to attend schools, training sessions and seminars as necessary in order to fulfill 

assigned job responsibilities. 

10. Performs any and all other duties assigned by authorized personnel. 

 



 

QQUUAALLIIFFIICCAATTIIOONNSS 
 
 

 

 

TTIITTLLEE::      CCUUSSTTOOMMEERR  RREEPPRREESSEENNTTAATTIIVVEE  
              

 

EDUCATION: 

 

 High School or equivalent 

              

 

PROFESSIONAL CERTIFICATIONS: 

 

 None required 

              

 

PREVIOUS EXPERIENCE REQUIRED: 

 

  Previous office and clerical work and dealing with the public is preferred 

              

 

OTHER JOB RESPONSIBILITIES: 

 

  Number of Employees Supervised: 

 Direct:  0 

 Indirect:  0 

              

 

PUBLIC CONTACTS: 

 

 Existing and prospective customers 

              

 

Remarks: In addition to the above qualifications all employees must meet the general 

qualifications and requirements pertaining to all jobs. 

 


