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Classification Specification
	

	
	4300100

	
	CUSTOMER SERVICE SPECIALIST I



Class Summary

The responsibilities of this classification include providing customer service that typically involves receiving and referring calls, inquiries and/or complaints where matters are routine in nature.

Distinguishing Characteristics

This is the first level of a four-level Customer Service classification series. The Customer Service Specialist I differs from other classifications in this series in that the incumbent is responsible for providing customer service in receiving and referring inquiries and/or complaints that are routine, although they may require some choice among alternatives. The incumbent provides routine information from readily available sources and selects appropriate referral according to the nature of the services required (person, organization and/or procedure). Work is performed under direct supervision, following established guidelines and specific instructions. This classification is distinguished from the Accounting and Financial Support, General Office Support and Data Processing and Typing classification series in that the primary focus is in the area of direct customer service.

Examples of Duties (May vary by position)

1. Answer telephones and/or personally greet customers. 

2. Provide routine information to internal and/or external customers.

3. Perform basic data filing, retrieval, dissemination and follow up of information.

4. Handle single-step transactions, such as receiving and/or issuing receipts, forms, cash and documents.

5. May perform data entry.
6. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of customer service etiquette
Knowledge of (geographic) road maps and general knowledge of geographic area (may vary according to position assignment)
Knowledge of appropriate physical standards for computer work, involving appropriate seating, arm and/or wrist positioning
Basic mathematics skills
Oral and written communications skills
Skill in using 10-key machine by touch, keyboarding skills (may vary according to position assignment)
Demonstrated skill in taking accurate messages, skill in following oral and written instructions
Skill in communicating with persons of diverse backgrounds
Licensing, Certification and Other Requirements

Washington State Driver’s License (some positions)
U.S. citizenship (positions within the Seattle/King County Department of Public Safety)
Polygraph test (some positions)
Pass background check (some positions)
Drug testing (some positions)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Customer Service Specialist I, II, III and IV
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