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JOB ANNOUNCEMENT 
 

POSITION: Clerical Specialist 2                                                                POSTED:  March 19, 2018 
DIVISION:  Customer Service/AMI                       APPLICATION DEADLINE: April 2, 2018 
SALARY:    $19.52 - $21.21/hour           
FLSA:         Non-Exempt 
 
UNION:  
This position is included in the American Federation of State, County, and Municipal Employees (AFSCME) 
bargaining unit and will be filled in accordance with the provisions of the Collective Bargaining Agreement. 
 
DUTIES: 
Performs moderately responsible clerical duties, requiring independent analysis, exercise of judgment, and 
detailed knowledge of relevant PWSA policies, procedures and regulations. Primary responsibilities will be 
dedicated to PWSA’s Advanced Metering Infrastructure (AMI) project.  The AMI project includes: Responding to 
customers via inbound calls, selecting of appropriate form letters, and service order scheduling, updating, 
processing, review, and creation in Cogsdale. Additional duties include, but are not limited to, checking and 
verifying readings in the RNI, researching customer accounts, retrieving customer account information in Flexnet, 
Cogsdale, and MeterSense, having a working knowledge and understanding of the billing system and cycles, 
\checking accounts and service orders for data sync in the RNI, Cogsdale, and MDM to ensure accurate read data 
for billing, having the ability to communicate internally with Customer Service and Field Services personnel, and 
providing follow-up on management requests and external customer complaints.  
  
Additional responsibilities shall include supporting the creation of SOP’s, workflow processes and scripting.  
Operate office machines (e.g. telephone, PC, copier, fax, and agent dashboards). Perform data entry, customer 
account retrieval and other processes as requested or required. Compute figures and/or mathematical 
calculations or analyses as requested or required.  Performs all other duties as assigned. 
 
KNOWLEDGE/ABILITIES: 
Considerable knowledge of the policies and procedures of the Authority’s Customer Service department, of 
effective customer service practices and techniques, of word processing, spreadsheet and database applications, 
and of general office procedures, processes and file management.  Ability to function in a project team 
environment; communicate effectively both orally and in writing; to establish and maintain effective working 
relationships with supervisors, associates, outside agencies, customers and the public; meet realistic targets, 
deadlines, produce accurate work, demonstrate a personal commitment to a superior work quality; exercise 
judgement, and make independent decisions without the need to escalate.   
 
GENERAL REQUIREMENTS: 
Applicant must become domiciled within the City of Pittsburgh at time of appointment and remain domiciled within 
the City of Pittsburgh throughout employment with the PWSA.  Verification of City domicile is required at the time 
of appointment.   
 
EXPERIENCE REQUIREMENTS:  
To be considered eligible for this position, the application must clearly show five years of Customer Service 
experience, or an equivalent amount of education and experience.  Experience with a regulated utility is preferred. 
 
APPLICATION:  
Available in the Human Resources Department, 1200 Penn Avenue, or online at www.pgh2o.com. Please send 
the application, resume and cover letter to hr@pgh2o.com.   
 

An Equal Opportunity Employer  
 

PWSA does not discriminate against anyone based on race, color, religion, ancestry, national origin, place of birth, 
sex, sexual orientation, family status, age, or non-disqualifying disability, or on any other basis protected by 
federal, state or local law. 
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