
V
TOWN OF SURFSIDE

CUSTOMER SERVICE REPRESENTATIVE

DEPARTMENT: FINANCE NON-EXEMPT

GENERAL DESCRIPTION:

Responsible customer service work, performing a variety of customer service
related work in Finance Department. Work is performed under the general
supervision of the Finance Manager and/or the designee.

ESSENTIAL JOB FUNCTIONS:

1. Performs customer service including in person, on the phone on various subjects
including Code Compliance, Water and Sewer and Solid Waste rules, regulations
and procedures.

2. Posts payments, prepares deposits and processes refunds.
3. Processes lien notices and verifies with Code Compliance, Building and Water

and Sewer Department. Provides the proper documentation and approval of any
outstanding balances.

4. Performs lien searches through Miami-Dade County and ensures that the
information agrees to the Town records. Provides the letter ofthe results to the
title company and/or owner.

5. Schedules re-reads or water meters to determine if residents have water leaks.
6. Performs data entry.
7. Processes applications and accept payments for parking permits renewals for

both residents and businesses.
8. Processes Extra-Duty payments for the Police Department.
9. Processes Resort-Tax, prepares applicable notices, and collects taxes and fees.
10. Receives, sorts and distributes mail to the corresponding departments and/or

individuals.

11. Processes all incoming payments that are received via mail or the front counter
for all town utilities.

12. Performs other duties as assigned.

(The essential job functions arenot to be construed as a complete statement of all duties
performed. Employees will be required to perform other job-related duties as required.)






