
JO-CARROLL ENERGY 

Summary Position Description 

Position Title: Member Service Representative I 

Department: Member Services 

Reports To: Member Services Supervisor 

Directly Supervises: None 

FLSA Class: Non-exempt (Inside Union) 

Position summary: 

This is an entry level position responsible for addressing member inquiries about billings, 
service connects and disconnect, payments, and collections in the electric, natural gas, and 
ancillary services. There is extensive phone and computer use in the position. 

Essential Responsibilities and Duties: 

1.1. Performs receptionist duties including answering and routing of incoming phone calls. 
Greets and directs walk-in and drive-up members and visitors. Takes payments over the 
counter. 

1.2. Answers basic questions from members regarding billings. 

1.3. Posts payments, ensuring all payments received are posted the same day they are 
received. 

1.4. Operates the remittance processing system. 

1.5. Prepares the bank deposit. 

1.6. Assists Member Service Representative II with collection activities. 

1.7. Uses document imaging system. 

1.8. Creates service orders when needed. 

1.9. Answers basic capital credit inquiries. 

1.10. Adheres to all safety rules and regulations. 

1.11. Other duties as assigned. 



Accountabilities: 

1. Team facilitation, as measured by behavioral characteristics, internal collaborative efforts, 
and internal process enhancements. 

2. Accuracy of data input as measured by the output. 

Qualifications: 

1. High School diploma is required. Post-secondary courses in office procedures or accounting 
preferred. 

2. 1 year minimum experience in an office environment. Experience working at a utility is 
desirable. 

3. Must be proficient in data input as well as knowledgeable in MS Office applications. 

4. Must be able to maintain confidentiality of sensitive records. 

5. Must be organized, detail oriented, able to concentrate, and skilled in communicating with 
others. 

6. Must be self-motivated and have the ability to multitask and manage time. 

7. Must be able to read and write in English. The ability to speak Spanish would be a plus. 

8. Basic mathematical ability. 

Working Conditions: 

1. Normal working hours are 8:00 am to 5:00 pm, Monday through Friday. Overtime hours may 
be required as approved by supervisor. On-time regularly scheduled attendance is required. 
Tardiness and unexcused absences will not be tolerated. 

2. Inside climate controlled office environment. 

3. Extensive computer and phone use. 

4. Dress in a neat, professional fashion. The supervisor will determine the appropriateness of 
dress. 

Physical Demands of the Position: 

1. Must be able to lift items that weigh up to 25 pounds occasionally. 

2. Position requires the ability to hear, use near and far vision, stand, walk, kneel, bend, crouch, 
crawl, twist upper body, and manipulate a variety of objects and tools using arms, hands, and 
fingers. 
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