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Job Posting

Customer Service Representative Casual
(Term ending August 27, 2027)

The Customer Services Representative Casual represents the Department of Financial Services to
individuals who call or visit the Department’s office at the Upper Nappan, Springhill, Parrsboro
and Pugwash Service Centre. They manage the operations of the front desk by greeting visitors,
providing them with assistance or directing them to the appropriate Department. The Customer
Service Representative Casual also collects payments and offers clerical support to the
Department.

This is a casual term position with no guaranteed hours. Shifts are offered on an as-needed basis
to provide coverage for employee absences, sick leave, vacations and periods of operational
demand.

Deadline for resumes is Tuesday, June 30, 2026, at 1:00 pm.

Please forward your cover letter and resume to:

Municipality of the County of Cumberland
Kellie Seaman, Human Resources Generalist

kseaman(@cumberlandcounty.ns.ca

*Clearly mark your resume “Customer Service Representative Casual Term”
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Department of Financial Services

Job Title
Customer Service Representative Casual (Term ends August 27, 2027)

About the Role

The Customer Services Representative Casual represents the Department of Financial
Services to individuals who call or visit the Department’s office at the Upper Nappan,
Springhill, Parrsboro and Pugwash Service Centre. They manage the operations of the front
desk by greeting visitors, providing them with assistance or directing them to the appropriate
Department. The Customer Service Representative Casual also collects payments and offers
clerical support to the Department.

This is a casual term position with no guaranteed hours. Shifts are offered on an as-needed
basis to provide coverage for employee absences, sick leave, vacations and periods of
operational demand.

This position reports to the Revenue Officer.
Responsibilities and Duties

a. Greet customers at the reception counter and provide customer service support to
taxpayers, water customers, and others regarding billing and payment issues.

b. Provide clerical services such as answering phones, calendar management, reserving

meeting spaces, monitoring emails and distributing mail.

Process front counter cash and card payments and provide receipts.

Create, send and follow up on invoices.

Process invoice payments.

Enter details of revenues and expenditures into the SAP financial accounting

software accurately and in a timely manner.

Maintain a safe and clean reception area.

Assist with maintaining and updating records.

Draft correspondence on behalf of the Department and the Revenue Officer.

Facilitate communication between the Revenue Officer, the Director of Financial

Services and Department employees.

k. Manage all records in accordance with the Municipality’s Records Management
policy.

I.  Perform other duties as assigned or required.
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Qualifications

a. Adegree or diploma from a recognized college or university in Business
Administration or an equivalent combination of education and experience.

b. Minimum of two years’ experience in a Cashier, Receptionist or an Administrative
Assistant position.



WHMIS, or willing to obtain.

Experience working with Microsoft operating systems, Microsoft Office programs and
accounting software.

Ability to handle money and do basic math calculations.

Excellent oral and written communication skills.

Strong interpersonal skills.

Experience with record keeping and document management.

Excellent attention to detail and accuracy.

Highly organized.

Professional demeanor and strong work ethic.

Experience working with Windows operating systems and Microsoft Office programs.
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Salary and Benefits
The Municipality has an approved hourly rate for this position.
Hourly Rate: $28.55

This is a casual term position that will be required to work out of different locations including
the Upper Nappan, Springhill, Parrsboro and Pugwash Service Centre.

The Municipality’s Personnel Policy should be referred to for additional information regarding
conditions of employment.
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