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Customer Service Data Coordinator                                

AS-CSDC 
Administrative Services 

 
JOB SUMMARY 

 

The Customer Service Data Coordinator will support the customer service and meter services team to 

analyze, update and summarize customer issues in order to prepare appropriate solutions/clarifications in 

an effort to increase customer satisfaction.  

 

MAJOR DUTIES 

 

 Runs various reports to track revenue loss, such as zero consumption usage, usage at locations 

without account or with disconnected services, and commercial-use out of line with REU. Creates 

and manages service requests for verification and correction by field staff. Coordinates with Billing 

staff as needed to insure accurate customer billing. 

 

 Communicates directly with all customers who appear on the leakage and loss report. 

 

 Serves as the staff specialist for the AMI customer dashboard; trains other staff, assists customers 

with its use and serves as liaison with service provider. 

 

 Serves as a primary contact for REU evaluation on new non-residential service applications. Updates 

CIS records on REU changes. 

 

 Assists Planning & Construction staff with new service location creation and serves as a backup to 

the process in the absence of the Service Review Specialist. Distributes new service location 

information to other internal users (i.e., Meter Services, Billing, Customer Service). 

 

 Tracks and calculates all leakage and loss adjustment requests, and coordinates with Billing to insure 

accurate, timely adjustments to customers’ accounts. 

 

 Completes account maintenance on all returned mail. 

 

 Identifies and prioritizes follow-up required on customers impacted by work orders tracked in the 

CMMS. 

 

 Serves as a backup to the Collections Specialist regarding payment plan creation and maintenance. 
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 Prepares or completes various forms, reports, correspondence, logs, weekly status reports, or other 

documents. 

 

 Communicates with supervisors, employees, other departments, end users, vendors, manufacturer 

representatives, the public, outside organizations, and other individuals as needed to coordinate work 

activities, review status of work, exchange information, and resolve problems. 

 

 Performs general or clerical tasks, which may include answering telephone calls, entering data into 

computer, making copies, sending/receiving faxes, filing documentation. 

 Assists other employees or departments as needed. 

 

 Performs related duties. 

  

KNOWLEDGE REQUIRED BY THE POSITION 

 

 Knowledge of modern office practices and procedures. 

 

 Knowledge of JWSC policies and procedures. 

 

 Knowledge of computers and job-related software programs. 

 

 Skill in prioritizing and organizing work. 

 

 Skill in the provision of customer services. 

 

 Skill in the maintenance of files and records. 

 

 Skill in the use of such office equipment as a scanner, fax machine, and copier. 

 

 Skill in oral and written communication. 

 

 Skill in the preparation of reports. 

 

SUPERVISORY CONTROLS 

 

The Customer Service Manager assigns work in terms of general instructions and spot-checks completed 

work for compliance with procedures, accuracy, and the nature and propriety of the results. 

 

GUIDELINES 

 

Guidelines include agency policies and procedures. These guidelines are generally clear and specific, but 

may require some interpretation in application.   

 

COMPLEXITY/SCOPE OF WORK 

 

 The work consists of related technical duties.  Frequent interruptions contribute to the complexity of 
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the position. 

 

CONTACTS 

  

 Contacts are typically with co-workers, other agency personnel, JWSC employees, vendors, and the 

public. 

 

 Contacts are typically to exchange information, resolve problems, and provide services.  

 

 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

 The work is typically performed while sitting at a desk or table for long periods, or while intermittently 

sitting, standing or stooping. The employee occasionally lifts light objects. 

 

 Operate a variety of standard office equipment. 

 

 The work is typically performed in an office. 

 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

None 

 

MINIMUM QUALIFICATIONS 

 

 Knowledge and level of competency commonly associated with the completion of an associate’s 

degree in a course of study related to the occupational field. 

 

 Sufficient experience to understand the basic principles relevant to the major duties of the position, or 

having had a similar position for one to two years. 

 

 Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the 

type of vehicle or equipment operated. 

 

 

 

ACKNOWLEDGEMENT 

 

I have read this job description (or had it read to me), and I completely understand all of my job duties 

and responsibilities. I am able to perform the essential functions as outlined with or without reasonable 

accommodation. I understand that my job may change on a temporary or regular basis according to the 

needs of my location or department without it being specifically included in the job description. If I have 

any questions about job duties not specified on this description that I might be required to perform, I 

should discuss them with my immediate supervisor or Teamwork Services, Inc.’s Human Resources 

Department.  
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__________________________________________  __________________ 

Employee’s Signature       Date 

 

__________________________________________ 

Employee’s Name (please print) 

 


