Customer Service Representative

Also known as: Member Services Representative, Account Representative,
Customer Care Representative, Customer Support, Client Services Representative

A customer service representative (CSR) is an entry-level position that provides
high quality customer care. This is a high performance, customer-focused position
that responds to a wide variety of incoming calls. They use effective listening and
positive communication to resolve customer needs and concerns while managing

any conflicts that may arise. The career path is full of potential. The possibilities are

endless.

Pay Scale Education Projected Opportunities
$38,260in 2021 in WA High School Diploma 9,220 through 2030 in WA
$36,920in2021in U.S. 389,400 through 2031 in U.S.
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(As an entry-level position the career path for a customer service representative
can vary greatly. They can move into a billing representative position, up to an
accounts receivable specialist, to an accounting manager. They can also follow the
path of a quality assurance specialist, to trainer/team leader, to customer service
manager. They also have the option to move into an apprenticeship, become a
journey-level worker, and up to a foreman.)



Training & Requirements

Training

Required Skills

Responsibilities

CSR’s typically need a
high school diploma with
no degree or certificate
required by most
companies. It is preferred
to have between 1-5
years of customer service
experience, depending on
the employer, and be
proficient with
technology and MS
Office. Short-term on-
the-job training is
provided by the company.

e Excellent customer
service

e Proficient with MS
Office and Outlook

e Comfortable
learning new
computer systems

e Strong verbal and
written
communication
skills

e Problem solving

e Strong attention to
detail and
organizational
skills

e Ability to work
independently and
effectively manage
time

e Respondto billing
inquiries

e Handle and seek
resolution to
customer
complaints

e Provide
information about
company
programs,
products, and
services

e Providedatato
customers
requesting to
open/close
services

e Maintain account
or financial records
and process
payments

e Respondto
questions and
inquiries in a timely
and professional
manner

Additional Information:

Related Careers:

e O*NET Occupational Data .

Administrative Assistant (O*NET)

U.S. Bureau of Labor Statistics

[ ]
e College Programs
e Apprenticeships

Billing Representative (O*NET)

Ground Crew
Meter Technician
Solar Photovoltaic Technician



https://www.onetonline.org/link/summary/43-4051.00
https://www.bls.gov/ooh/office-and-administrative-support/customer-service-representatives.htm
https://www.cleanenergyexcellence.org/college-programs/
https://www.cleanenergyexcellence.org/apprenticeships/
https://www.onetonline.org/link/summary/43-6014.00
https://www.onetonline.org/link/summary/43-3021.00

