PLEASE POST: 9/25/2026

A ARE™) mrscanon Merced Irrigation District
W BEE” DISTRICT _ .
T Customer Service Representative

FLSA Status: Non-Exempt

Three (3) Positions

Position Overview

Under the direct supervision of the Customer Service Manager, the Customer Service Representative
provides financial and customer support for utility billing and payments. This role maintains and reconciles
general ledger and banking accounts related to customer service, responds to customer inquiries, and
assists with public relations and marketing as needed.

Key Responsibilities

Manage high-volume customer interactions for electric and irrigation services via phone, in-person,
and online.

Process service applications, set up new accounts, handle transfers, closures, and property
changes, distribute information to field and operations staff.

Prepare and distribute billings, delinquency notices, and disconnection notices, edit meter
readings, calculate billings, and process general ledger entries.

Handle payments, issue receipts, enter charges, and resolve complaints or billing issues, arrange
payment plans and process bankruptcies.

Balance cash drawers, manage updates, adjustments, write-offs, NSF checks, EFTs, and refunds.

Generate reports such as water usage summaries and customer correspondence, handle service
orders, collections, data entry, and month-end closings.

Prepare bank deposits, verify balances with remittance processors, maintain logs, and audit data.

Research and compile information for reports, provide guidance on District accounting policies to
the public.

Perform administrative tasks: organize files, draft correspondence and reports, ensure compliance
with laws, regulations, and District policies.

Participate in safety training and meetings, report accidents or violations.

Provide backup support for clerical and accounting tasks, work overtime, weekends, or holidays as
required for emergencies or business needs.

Process water orders, monitor demands, and ensure timely delivery.

Participate in rotational after-hours duties for Advanced Metering Infrastructure (AMI), including
power restoration, payment processing, and customer inquiries.

Qualifications

Education

e High school diploma or GED required.
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e College-level coursework in accounting, bookkeeping, or finance preferred.
Experience

e Minimum 2 years in a public sector or customer service environment.
Skills and Abilities

¢ Proficient in operating computers, calculators, and standard office equipment.

¢ Strong organizational skills with ability to prioritize, exercise sound judgment, and interpret District
policies.

¢ Accurate in calculations, data review, and financial reporting.

o Effective communicator: follows instructions and learns new information quickly.

¢ Build positive relationships with management, staff, customers, and the public.
Knowledge

¢ Governmental budgeting and accounting practices.

Financial transaction processing, record-keeping, and terminology.

District rules for cash handling and purchasing.

Electric and water irrigation software for data processing.

Fundamental accounting and internal controls.

Standard office procedures.

Special Requirements

e Compliance with all District policies, guidelines, and rules.
Work Environment

This position is a fully on-site role based at the District’s primary office location. Remote work or hybrid
arrangements are not permitted. Regular attendance at the designated worksite is required as part of the
essential functions of this position.

¢ Physical Demands:
o Sitting for up to 8 hours per day.
o Operating computers and office equipment for up to 8 hours per day.
o Lifting up to 25 pounds and occasional stooping.
o Communicating effectively in person, by phone, and in writing.
o Hearing and vision sufficient for communication and operating equipment.
o Navigating stairways as needed.
¢ Environmental Factors:

o Primarily office-based with occasional outdoor work (10% or less exposure to sun).
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o May require irregular or extended hours, including overtime.
e Mental Demands:
o Exercise independent judgment and objective reasoning.
o Organize and prioritize tasks on a daily and weekly basis.
o Interpret regulations and document work accurately and concisely.
o Manage multiple duties with potential interruptions.
Supervision

¢ Reports to the Customer Service Manager

ANNUAL SALARY: $23.81 - $32.21 hourly — Grade A
DATE OF POSTING: September 25, 2026
CLOSING DATE OF APPLICATIONS: October 4, 2026

LOCATION OF JOB: 744 W. 20" Street, Merced, CA

ANTICIPATED DATE OF HIRE: To be announced
ANTICIPATED INTERVIEW DATE: To be announced

Passing the Basic Skills Test is required for this position

Applications/Resumes will only be accepted via the Merced Irrigation District's
online application system. New users must set up an account at
https://Merced.accessgovernment.net/ApplicantTracking

Assistance with this new feature can be obtained in Human Resources
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