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Classification Specification
	

	
	2230100

	
	CUSTOMER SERVICES ASSISTANT COORDINATOR



Class Summary

The responsibilities of this classification include coordinating and delivering with limited supervision information and services to customers.

Distinguishing Characteristics

This classification is the first level of a five-level Customer Services classification series involving a combination of managerial, professional and/or technical responsibilities. It may provide a bridge from an administrative support capacity. This classification is distinguished from the Customer Services Coordinator II classification in that it requires greater supervision.

Examples of Duties (May vary by position)

1. Perform public-outreach functions.

2. Advise internal and/or external customers regarding policies, services and program-related matters.

3. Help internal and/or external customers resolve conflicts relative to auditing and revenue reporting.

4. Investigate and respond to customer complaints and inquiries.

5. Prepare written responses for signatures of superiors.

6. May act as representative and/or advocate for the agency at various internal and/or external levels.

7. Maintain system databases, records and equipment inventories.

8. Manage capital, property and other tangible assets, which may include fleet management.

9. Coordinate and monitor contracts.

10. Help administer contracts.

11. Administer and enforce customer agreements.

12. Support work plans and projects.

13. Participate on project development teams.

14. Respond to inquiries on specialized services and evaluate applications for programs.

15. Analyze operational policies.

16. Maintain records.

17. Prepare material receipt vouchers.

18. Process revenue reports.

19. Distribute fare media and provide documentation to revenue-processing staff and internal and/or external customers.

20. Distribute informational media.

21. Help implement programs, policies, proposals, procedures and plans.

22. Assist in response to and investigation of emergencies and accidents.

23. Administer customer agreements.

24. Participate in operations and administration of various programs, including Total Quality Management.
25. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of tracking systems, data collection and statistical reporting
Knowledge of EEO law as it pertains to behavior in the workplace
Knowledge of basic accounting principles
Knowledge of customer-relations techniques
Skill in operating a personal computer
Skill in time management
Skill in articulating ideas clearly, concisely and persuasively with diverse audiences
Skill in maintaining effective working relationships with management, other staff, vendors and contractors, and levels within the agency
Skill in negotiating
Skill in decision making
Licensing, Certification and Other Requirements

Washington State Driver’s License (some positions)
Some 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 Services Assistant Coordinator, Customer Services Coordinator, Lead, Supervisor and Customer Services Section Administrator
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