
 

 

 

 

 

 

 

 

JOB DESCRIPTION 
 

Customer Service Representative 
 
 

REPORTS TO: Business Office Supervisor 
 

OBJECTIVES: To provide courteous and reliable customer care to the Cooperatives’ members. 
 
   To protect and enhance, as a matter of prime importance, the public image of the 

Cooperative. 
 
RESPONSIBILITIES: 
 
1. Screens and routes all telephone calls, taking accurate messages when necessary. 
 
2. Enter and balance customer cash or credit card payments accurately and prepare daily 

deposits.   
 
4. Prepare trouble tickets and assist customers in solving service issues. This would include 

troubleshooting CATV receivers or modems, inside phone lines & Internet issues. 
 
5. Interact in a professional manner with customers while completing customer requests and 

collection of accounts. Maintain confidentiality of all subscriber records. Research bills at 
customer request. 

 
6. Be proficient and able to execute the Cooperative’s software programs including but not 

limited to the preparation of monthly billing, late notices, labels and reports associated with 
all customer accounts. 

 
7. Completes a variety of clerical tasks including but not limited to filing, copying, folding 

material and stuffing envelopes for mailings. Pick-up and delivery of cooperative mail and 
miscellaneous errands may be required. 

 
8. Prepares and sends customer information to the directory publisher, customer information 

to LIDB and AT&T data base, names and addresses to the 911 database and PIC changes 
to the long distance carriers, invoice GCI. 
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9.       Assists with customer relations and sales; providing information on all systems tariffs and 

rate policies; responding to subscriber inquiries on all services as needed; assists 
customers with questions related to billing and collections, including payment 
arrangements, CATV and internet support, and credit references on new customers. 

 
10. Complete all telephone, cable TV and electric service orders and trouble tickets with 

accuracy. This includes appropriate fees, labor, materials, and credit adjustments as 
allowed by tariff. 

 
11. Assist with special projects including annual meetings, other public cooperative events or 

in-house meetings. 
 
12.      Assists in the processes associated with the command center technology as directed. 
 
13.      Perform tasks associated with Capital Credits information. Including but not limited to 

address changes, mailing of allocation notices, documents needed for early retirements 
and providing Capital Credit balance information to the members. 

 
14.      Responsible for the updating of the NLAD (Lifeline) program to reflect current qualifying 

membership status and ensuring the proper filing into the membership files. 
 
15.      Maintain membership files to include: ensuring each member file contains a membership 

card, annual audit to add or delete member’s names on cards and files to reflect current 
status of membership. 

 
16.      Assist with special call projects; i.e. calls to membership to reflect outages, lifeline audits, 

etc. 
 
17.      Responsible for monthly billing autopay program.  
 
18. Other duties as assigned. 
 
 
 
POSITION REQUIREMENTS 
 

1. High School diploma or the equivalent. 
 
2. Ability to work with frequent interruptions while maintaining close attention to detail. 

 
3. Some experience with computer applications such as Microsoft Word or Excel and a 

10-key calculator. 
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4. Must be able to type and enter data accurately. 
 

5. A valid Alaska Drivers license. 
 
 
APPROVED BY:       DATE:       
 Robert Himschoot, CEO/General Manager 
 


