








HELIX WATER DISTRICT

April 8, 2000

METER SERVICES FIELD REPRESENTATIVE

JOB SUMMARY

Meter Services Field Representative is a nonexempt, journey-level class. Under general supervision, performs a variety of customer service functions in the field; performs turn-ons and -offs of water service; checks meters to deter​mine the causes of customer billing problems; submits work orders to correct meter problems; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Turns on water service for new customers; answers customer questions about water service policies, rates, and billing practices; turns off water for customers who are discontinuing service; takes final meter reading.

2. Delivers delinquency and past due notices; turns off water service for non-payment; responds to customer concerns and requests for payment extensions.

3. Makes field investigations of high consumption complaints; determines whether water leaks, broken pipes or defective meters are causes; recommends methods for correcting problems that are the property owner's responsibility; submits work order requests for the repair of meters and other equipment, mains or lines; performs meter re-reads; submits findings and re-reads to Customer Service.

4. Identifies illegal water use, water service connections and stolen meters; notifies Customer Service.

5. Substitutes for absent Meter Readers. 

6. Completes forms and prepares reports; maintains records of work performed and conditions and situations encountered.

7. Provides backup assistance to the Customer Service Manager as needed.

8. Prepares handhelds, field request slips and reports for distribution.

9. Develops annual meter reading schedule.

10. Develops reading order of meters by route sequencing.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Customer service practices and etiquette.

2. Geography of the District’s service area.

3. Field investigative techniques.

4. Meter service operations, typical meter types and problems and basic techniques for meter repair and replacement.

5. Policies and procedures for billing, collections and credit.

6. Characteristics of the District’s customer base, including typical causes for high consumption.

Ability to:

1. Drive an assigned District vehicle and operate a two-way radio.

2. Use other standard office equip​ment and meter repair tools.

3. Interpret, explain and apply complex rules regarding water service rates and policies.

4. Understand and carry out written and oral instructions.

5. Communicate clearly and effectively orally and in writing.

6. Read meters and perform basic meter repair.

7. Use tact, discretion, patience and understanding in dealing with customers and the public.

8. Establish and maintain highly effective working relationships with staff, customers and others encoun​tered in the course of work.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent; and two years of progressively responsible meter reading, customer service or meter service/repair experi​ence.

Licenses; Certificates; Special Requirements:

A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre​sent​ative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, walk and stand; talk or hear, both in person and by radio and telephone; and use hands to operate, finger, handle or feel office and meter repair equipment; and reach with hands and arms. Employees are frequently required to stoop, kneel, crouch or crawl and to lift from 50 to 100 pounds.

Specific vision abilities required by this job include close vision, distance vision, the ability to adjust focus, use of both eyes, depth perception and peripheral vision.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret meters and complex data and information; use math and mathe​matical reasoning; analyze and solve problems; observe and interpret people and situations; learn and apply new information; perform highly detailed work; interact with staff and customers who are frequently upset, dissatisfied and/or abusive.

Work Environment:

Employees carry out assignments by driving to customer locations in assigned geographic areas of the District. Employees are exposed to outside weather conditions and street/road conditions.

GM Approval: 
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