
     

 
TOWN HALL SUSAN SULT 
HUMAN RESOURCES DEPARTMENT SSULT@SELMA-NC.COM 
114 N. RAIFORD STREET 919-965-9841, EXT. 1005 
SELMA, NC  27576 919-965-4637 (FAX) 

 
 

POSITION TITLE: CUSTOMER SERVICE REPRESENTATIVE 

SALARY GRADE: 10 STARTING SALARY $29,550 

KEY DUTIES: Fast-paced environment, must be detail-oriented, ability to multi-task, be a quick learner, 
and a team player. Collects and processes payments from utility customers. Reconciles daily cash receipts 
with data entry by revenue account; prepares various logs and reports as needed. Takes deposits; 
processes customer requests and generates work orders for new services, transfers, upgrades, and 
disconnections. Answers inquiries and questions in person and by phone. Handles a variety of customer 
issues and complaints and follows established procedures for handling and resolving. Maintains accurate 
customer information on their accounts. Work involves significant general public contact and providing 
excellent customer service in a timely manner is a high priority. 

KNOWLEDGE AND SKILL REQUIREMENTS:  Graduation from high school and some experience in customer 
service work involving cash-related transactions, and work using a computer, preferably in a public 
utility or collections; or an equivalent combination of education and experience. 

POSTING DATE: November 8, 2016  CLOSING DATE AND DEADLINE: Open Until Filled 

 
 
Attention Applicants:  Application forms are available online at www.selma-nc.com/employment-
opportunities and at Town Hall.  Completed and signed Town of Selma Applications must be submitted 
electronically to SSult@selma-nc.com.  Other forms of submission are via hand delivery or U.S. Mail.  
Applicants may submit a resume; however, resumes are not accepted in lieu of a completed 
employment application.  All applicants will be contacted regarding the status of submitted applications. 
 
 

Criminal Background Check, Pre-Employment Physical and Drug Screen are required 
The Town of Selma is an Equal Opportunity/Affirmative Action/Drug-Free Employer. 
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