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Tri-County Water Conservancy District
Position – Customer Service Representative
GENERAL
Tri-County Water Conservancy District is a political subdivision of the State of Colorado, with the authority to levy taxes under limitations established by the State legislature.  The District's mission is to provide dependable, quality service for delivery of water to District customers and to manage, operate, and maintain Ridgway Dam and Hydropower Plant safely and at the most economical cost.

DESCRIPTION
Perform duties of receptionist and customer service representative accepting payments and answering and directing telephone calls. Respond to all customer requests including emails and online correspondence in a polite and timely manner. Greet and assist walk-in customers, provide accurate information about services, billing, policies and procedures.  Resolve customer complaints or escalate to the Assistant Manager as needed.
Maintain integrity of customer database and make all changes such as address, renter, owner, etc. as required and log customer interactions and outcomes as needed. Report recurring issues or trends to the Assistant Manager of Administration.
Prepare work orders and coordinate with field crew concerning customer issues. Track service requests and follow-up with status reports as necessary. Maintain computer maintenance history file and physical work order file.
Scan, file and organize physical and digital documents as required and maintain all filing systems in a neat and orderly fashion.
Enter and update inventory daily to cause accurate counts during annual inventory process.

Perform all general office tasks such as ordering supplies, cleaning office, etc. Keep office areas organized and neat in appearance. Prepare routine correspondence and meeting minutes and reports as needed.  Support general office workflow and team needs.
Follow company policies and procedures. Ensure confidentiality of customer information and verify accuracy of data and transactions.

Other duties may include input of pertinent data to produce weekly mailings to customers such as bills, delinquent notices, general account correspondence, etc. Preparation of utility location forms and scheduling requests with Assistant Manager of Operations. Perform general administrative tasks such as timekeeping, retirement appointments, health insurance form completion, I9's, W4's and other tax related tasks as requested.

Perform other duties as assigned.
KNOWLEDGE REQUIRED
Thorough understanding of organizational policies, procedures, and services to accurately assist customers. 

Knowledge of proper telephone etiquette and professional written communication standards 

Knowledge of and ability to use personal computers, selected software (including Microsoft Office Suite), peripherals, and other technical tools to produce maps, drawings, spreadsheets, charts, tables, etc. Working knowledge of office equipment including ten key adding machines, multi-line phone systems, copiers, scanners, and computers.
Basic knowledge of mathematics required to fulfill job tasks. Knowledge of basic accounting and billing processes, including payments, account balances, and recordkeeping 

Knowledge and ability to interpret and compose boundary descriptions (both aliquot parts and metes and bounds) and read and use District map and as built system.

Knowledge of general office procedures, administrative practices, and standard business operations. Knowledge of general accounting and inventory procedures.

Ability to be courteous and polite and deal with a wide variety of customers and customer related issues. Knowledge of customer service principles, practices, and techniques, including effective communication and conflict resolution.

Knowledge of records management practices, including proper filing, retention, and confidentiality requirements. Understanding of privacy laws and the importance of safeguarding sensitive customer information. 

EDUCATION
High school diploma or equivalent.
SUPERVISORY CONTROLS
Works under the general supervision of the Assistant Manager of Administration who provides objectives for the work to be accomplished and deadlines for completion.  Works within the framework of the organizational chart and may assist coworkers in all types of requests and problem solutions.  No direct supervisory responsibility of any subordinates.

Works as an individual in a team-oriented environment. Makes independent decisions compatible with work assignments. As more difficult, unusual, or controversial problems/assignments arise, the employee presents a tentative solution to their manager and seeks guidance/advice on procedure and required outcome. Receives instructions and information on unfamiliar practices and problems.

PHYSICAL DEMANDS
Ability to sit for extended periods while working at a desk and computer.  

Frequent use of hands and fingers to operate a computer, keyboard, telephone, and other office equipment. 
Occasional standing, walking, bending, or reaching.

Ability to lift and carry office materials (typically up to 50 pounds), such as files, boxes, or supplies.

Visual ability to read documents, computer screens, and detailed information.

Ability to perform repetitive tasks such as data entry.
Requires regular attendance during business hours. 

WORK ENVIRONMENT
Work is performed primarily in a standard office setting with regular interaction with the public, both in person and via phone or email.  

May involve handling multiple tasks and interruptions in a fast-paced environment.  Occasional stress related to customer concerns, deadlines, or high call volumes.

Noise level is typically moderate (phones, office equipment, and customer traffic).

OTHER
Required to have valid Colorado State Driver’s license and maintain a good driving record for use of company vehicles.

COMPENSATION
Job Type: Full-time
2026 Starting Salary $47,168 annually 
Benefits:

• 457(b) employer funded

• Health (individual and family premiums paid by the District), Dental, Vision and Life 

• Paid Time Off

• HSA (fully funded by the District)






