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Job Title:   Customer Service Representative    
Reports To:    District Manager        

Grade:     N07          

Section:    Distribution         

Effective Date:    01/01/2009         

 
 

 

Function: 

 

Under general supervision of, and receives duty assignments from, the Customer Service 

Supervisor. 

 

Duties: 

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

assigned job responsibilities. 

2. Assists in the planning of branch activities in the areas of customer service operations, 

maintenance, odorization, safety procedures, merchandising and new business activities and is 

responsible for carrying out assigned duties in these areas in accordance with the rules and 

regulations of the Kentucky Public Service Commission, other regulatory agencies and the 

Company in a manner that promotes better employee, customer and public relations. 

3. Shall be assigned general responsibilities in the service area and may be given specialty 

assignments such as Home Energy Audit, welder, etc.  Each assignment shall be tactfully carried 

out in a safe, efficient, conscientious manner. 

4. Shall be responsible for neatly and accurately preparing the necessary paperwork relating to job 

assignments including, but not limited to, time reports, service calls, damage prevention forms, 

work orders, leak reports, material usage reports and vehicle reports. 

5. Shall be assigned standby duty on a scheduled basis by the Customer Service Supervisor. 

6. Shall operate and/or maintain vehicles, equipment, tools and instruments and shall assist in 

maintaining the appearance and general upkeep of the Company's vehicles, equipment, office, 

shop and storage areas. 

7. Shall maintain a neat personal appearance while on duty. 

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

 

 

 

 

 



QQUUAALLIIFFIICCAATTIIOONNSS  
 
 

 

TTIITTLLEE::      CCUUSSTTOOMMEERR  SSEERRVVIICCEE  RREEPPRREESSEENNTTAATTIIVVEE  
              

 

EDUCATION: 

 

 High School or equivalent 

              

 

PROFESSIONAL CERTIFICATIONS: 

 

 Must obtain plastic fusion qualifications 

              

 

PREVIOUS EXPERIENCE REQUIRED: 

 

 None required 

              

 

OTHER JOB RESPONSIBILITIES: 

 

  Number of Employees Supervised: 

 Direct:  0 

 Indirect:  0 

              

 

PUBLIC CONTACTS: 

 

 Existing and prospective customers, Kentucky Public Service Commission staff, builders 

and contractors 

              

 

OTHER JOB REQUIREMENTS: 

 

 Must possess a valid drivers license  

 

 Must be able to frequently and routinely bend, stoop, dig, lift, pull and carry items 

occasionally exceeding 100 pounds and any other activity required during the customer 

service process. 

              

 

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

qualifications and requirements pertaining to all jobs. 


