CCRTA Customer Service Representative
Job Description
Primary Purpose
The CCRTA Customer Service Representatives will assist CCRTA customers with information and assistance with the CCRTA service information along with its transportation partners Steamship Authority, P&B and Peter Pan.
Essential Duties and Responsibilities
The essential functions or duties listed below are illustrations of the various types of work performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or logical assignment to the position.
Job Description: The CCRTA Customer Service Representatives and staff assistant will assist CCRTA customers both on the phone and at the CCRTA Information Booth at the Hyannis Transportation Center. The Customer Service Representative will be responsible for answering the CCRTA Administration phones, issue Charlie cards, sell CCRTA fixed route 31-day, single ride and day passes, along with DART passes and Hyannis Transportation Center parking tickets. In addition to answering inquiries about the CCRTA fixed-route, Dial-A-Ride Transportation, Boston Hospital Transportation and performing general day-to-day office duties. Other duties as assigned.
Minimum Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
· High school diploma or GED required. 
· Minimum of five years customer service experience

· Basic Microsoft Office skills
· Operate office equipment

· Ability to navigate through various databases and web-based programs with training and assistance
· Strong office experience 

· Proven interpersonal skills, as dealing with the public is required

· Communicate verbally and in writing to answer inquiries and provide information

· Liaison with internal and external contacts

· Detail-orientated

· Capability to multi-task and work in various functions of the CCRTA office

· Proficient organizational skills

· Timely attendance

· Ability to work with and for a team

Supervision
The employee works under the general direction of, and receives oral and written instructions from, the Administrator and/or his designee; works independently and completes assigned tasks and responsibilities according to prescribed time schedules; questionable cases are referred to the Administrator and/or his designee.
Work Environment

The CCRTA Assistant HST Coordinator shall have a workstation at the CCRTA Information Booth equipped with a telephone, headset, and computer etc. 
Physical Requirements

Minimal physical effort is required to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
This job description does not constitute an employment agreement between the employer and employee, and is subject to change by employer, as the needs of the employer and requirements of the job change.

