
 Cape Fear Public Transportation Authority 
Customer Service Representative 

JOB DESCRIPTION  

POSITION TITLE: Customer Service Representative 

 
JOB SUMMARY:  The overall function of a Wave Transit Customer Service Representative is 
to maintain the main desk area and provide customer service to passengers, staff, and other 
organizations and support agencies visiting Wave Transit facilities. The Wave Transit Customer 
Service Representative will be an important link between the public, other organizations and 
Wave Transit.  A pleasant, knowledgeable, helpful manner is essential in all dealings with the 
public and staff.   
 

WORK SCHEDULE: 

 Part time position- must be available during all hours that Wave Transit buses are 
operating  

 Must be available during disaster and emergency events 

 

REPORTS TO:  Director of Planning & Development 

 

DESCRIPTION OF DUTIES/RESPONSIBILITIES: 

 Answer the telephone and direct calls to the appropriate individual 

 Greet passengers and all other individuals when entering Wave Transit facilities 

 Determine best possible routes and schedules for passengers 

 Understand Wave Transit fare structure  

 Deliver accurate fare information to passengers 

 Demonstrate proper customer service and customer relations techniques 

 Display proper telephone etiquette and procedures 

 Use correct English spelling, grammar, and punctuation 

 Read English at a level necessary to interpret transit routes, schedules, maps, and 
written materials 

 Calculate simple math and cash transactions if required  

 Understand and follow oral and written instructions 

 Exercise good judgment in making routine decisions 

 Familiarization of the geography of the local area 

 Other duties as assigned 

 

QUALIFICATIONS:  

 High school diploma or equivalent 
 A minimum of one (1) year verifiable employment in customer relations 
 Must possess valid North Carolina Driver License 
 Pre-employment background check and drug screen required  



 

SKILLS REQUIRED:  

 Verbal communication with passengers, Wave Transit Staff and all other individuals 
entering Wave Transit facilities in a professional manner 

 Multi-tasking abilities to answer telephone inquiries and communicate with individuals 
simultaneously 

 

PHYSICAL REQUIREMENTS:   

 Typically requires talking, hearing, seeing, and repetitive motions, including keyboard 
entries. 

 Sedentary to light work: Exerting up to 20-40 pounds of force occasionally, and/or up to 
40 pounds of force frequently, and/or negligible amount of force constantly to move 
objects. 

 

SPECIAL REQUIREMENTS: The Wave Transit Customer Service Representative may be 
required to assist in performing other administrative duties as well as assist in operational tasks 
within the Authority. 

 

NOTE:  

This is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, efforts, 
or working conditions associated with this position.  While the above noted list is intended to 
be an accurate reflection of the current position, the Cape Fear Public Transportation Authority 
reserves the right to revise the functions and duties of the position, or to require that additional 
or different tasks be performed when circumstances change (i.e. emergencies, staff shortages, 
work load changes, rush jobs, or technological developments).  

 

I have carefully read and understand the contents of this job description and fully understand 
the responsibilities, requirements and duties expected of me.   

 

____________________________________     _________________ 

EMPLOYEE SIGNATURE         DATE 

 

STATUS:   FSLA Non-Exempt   

SALARY RANGE:  Minimum Wage + 

HIRING RANGE:  Minimum Wage + 

REVISION DATE:  12/18/14   


