1-29- 88 COMMERC AL FI ELD REPRESENTATI VE, 1600

SUMWARY CF DUTIES : Makes field collections of utility bills, accepts
applications for service, conputes and col |l ects deposits, explains
service requirenents and procedures to custoners, connects and

di sconnects water and el ectric services; reads neters; and does

rel ated work.

D stingui shing Features : A Commercial Field Representative works
alone in the field and deals directly with the public attenpting to
col  ect delinquent accounts or reading water and electrical neters. An
enployee in this class nmay encounter hostile/adverse situations in the
performance of these duties. The work may require exposure to the

el enents and requires consi derabl e physical stamna. The policies
governing this work are well defined; however, the field work is not
subj ect to cl ose supervision and requires independent judgenent to
determne the proper course of action when confronted w th unusua

ci rcunst ances.

Exanpl es of Duties : Presents and collects delinquent bills for water
and electrical services; makes m scel | aneous col |l ections; takes field
applications for services; delivers shut-off notices; grants
extensions of time of paynents; reads neters, disconnects and seal s
[ight neters; shut-off water val ves on uncol |l ected delinquent bills
and credit itens; investigates and verifies custoner service
information; serves |egal summons; nakes reports covering coll ections,
deposits and irregularities; routes and schedul es daily work for
efficient coverage; recomrends anount of deposit required; and drives
aut onot i ve equi pnent appl i cabl e;

Acconpani es other enployees in the field to observe if policies and
procedures are followed; wites reports on observations and

i nvestigations; investigates custonmer conplaints on enpl oyees' conduct
or collection procedures; conducts surveys of work volune in
established districts; receives and investigates conplaints from
custoners questioning accuracy of bills; nmakes superficial inspections
of house wiring, fuses, electrical appliances, plunbing and pi ping;
explains rates and operation of nmeters to custoners; checks neters for
irregularities; prepares operating reports and schedul es;

Reads various types of neters including time of use neters; uses video
display termnal to access account information; records readi ng and
consunption in read books; reads demands neters, sets themat zero,
and reseals them verifies neter nunbers; observes and reports
irregular conditions of nmeters and services; nmakem nor tests of water
and electric neters; collects residential electrical closing bills;
and nmay occasionally be assigned to other duties for training purposes
or to neet technol ogi cal changes or energenci es.

Qualifications : A good know edge of the organization, functions,
practices, policies, procedures, rules, and regul ations of the




Departnent of Water and Power relating to the furnishing of utility
services and the collection of delinquent accounts; a good know edge
of safety as applied to field operations; a good know edge of
operation of electric and water neters; the ability to deal tactfully
and effectively with other enpl oyees and the public; the ability to
wite clear and concise reports; and the ability to keep accurate
records and files.

Two years experience as a Meter Reader or as a Commercial Service
Representative, or two years experience at the |level of Senior derk
in processing water or electric service accounts or requests for such
services or in contacting the public to explain water and el ectric
services requirenments and procedures i s required.

License: Awvalid Galifornia driver's license and a good driving
record are required.

Physical Requirenents : Strength to performaverage lifting up to 15
pounds and occasionally over 25 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations may, wth reasonabl e accomrodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to efflect reasonable
accomodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



