Job Description

Sahuarita Water Company seeks a Full Time Customer Service Representative. Hours are 7:45 a.m. to 4:15 p.m. Monday-Friday. Candidate should have a minimum 1 yr. experience handling high volumes of inbound calls. Will be required to generate service orders for field technicians, take cash payments and process walk-in customer traffic. Requires excellent keyboarding skills, attention to detail, good organization skills, ability to multi-task, and have good working knowledge of MS Office Word and Excel. The position requires some general office skills as well. Prior utility experience and bilingual English/Spanish are plusses. The successful candidate must pass keyboard test, background check and drug screen.

Skills / Requirements

Knowledge of customer service related software applications (BillMaster knowledge a +)
Knowledge of Microsoft Office programs - Word, Excel
Skill in high volume inbound call management
Skill in communicating effectively verbally and in writing
Skilled in handling customer problems and complaints
Ability to work independently and make decisions relative to work methods.
General office skills, copying, faxing, filing 
Ability to perform as team worker

Important Notes

Work schedule is M-F 7:45 am-4:15 pm.
$10.50 – 11.50 / hour 

Email Resume and cover letter to jenna@sahuaritawater.com 

NO PHONE CALLS!!
