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City of Dallas 
Classification Specification 

 
Title: Customer Service 

Representative II 
 
Application:  Career Series 
 
Supplemental/Code: Office & Clerical/4 
 
FLSA:   Non-Exempt 

Class Code: 40019 
 
 
Pay Grade: D 
 
Established:  10/01/94 
 
Revised:  01/01/09

 

Position Purpose: 

Provides customer service or information to inquiries on various city services requiring judgment and independent 
decision-making, to resolve citizen complaints or answer requests. 

Essential Functions: 

1. Receives, discusses, analyzes, and responds to walk-in inquires from customers regarding various customer 
service areas such as water and sewer accounts, parks’ reservations, Farmer’s Market rental or birth and death 
certificates. 

 
2. Updates customer accounts and records to determine if an application for service should be accepted, service 

should be discontinued, or if meter inspection and subsequent request for meter replacement is needed to 
ensure the accuracy of a customer account or if customer has paid fine and arrest warrants should be cancelled 
or when a motion date can be postponed, etc.. 

 
3. Researches and initiates investigations of misapplied payments or billing complaints by customers to 

determine the cause of a problem and offer resolutions. 
 
4. Detects and corrects errors or problems on customer accounts including determining the type of adjustment to 

be made to ensure accuracy in billing of customer accounts. 
 
5. Receives, verifies, and counts currency, checks and money orders for payment of water bills, traffic tickets, 

court bond, and issues receipts of payment to effectively process money transactions. 
 
6. Endorses checks and prepares total collection for deposit, makes cash refunds, and balances journal according 

to policy and procedure showing total funds received and disbursed for the day. 
 
7. Assist attorneys, collection agencies and city departments with information requested. 
 
8. Performs clerical duties as required. 
 
9.            Regular, reliable and punctual attendance is an essential function of the job. 
 
 
 
 



 

HWS 

Class Code:  40019 

Knowledge, Skills, and Abilities Required to Perform Work: 
 
Knowledge of cashiering procedures and basic bookkeeping and accounts receivable procedures. 
 
Knowledge of water billing and related procedures.  
 
Ability to effectively and diplomatically communicate with the general public and other employees in a courteous and 
polite manner. 
 
Ability to type, use a cash register, a ten-key calculator and computer terminal. 
 
Ability to use basic math reasoning, count and make change. 
 
Ability to establish and maintain an effective working relationship with all levels of management, city officials, 
vendors, other government agencies, other employees and the general public. 
 

Working Conditions and Hazards: 

Work performed under normal office conditions. 
 

 

The above statements are intended to describe the general nature and level of work performed by personnel 
assigned to this classification and is not necessarily an exhaustive list of all responsibilities, duties and 
skills required. 

 


