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Classification Specification
	

	
	4103100

	
	REVENUE PROCESSOR



Class Summary

The responsibilities of this classification include assessing fees, handling cash and providing customers with information related to rules, regulations and general program information.

Distinguishing Characteristics

This is a single-level classification and is distinguished from other classifications in that there are no other classifications which perform duties specifically related to cash processing and customer service.

Examples of Duties (May vary by position)

1. Determine and collect fees from customers.

2. Account for all daily receipts, count money, balance accounts, prepare deposits and keep records.

3. Respond to customer inquiries regarding rules, regulations and program information.
4. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of basic mathematics

Knowledge of accounting principles and cash handling

Knowledge of basic computer operation

Skill in customer service
Skill in oral and written communications
Skill in record keeping

Skill in working independently
Skill in operating a calculator
Skill in dealing with angry customers

Skill in use of 10-key machine, cash register and adding machine
Licensing/Certification Requirements
Washington State Driver’s License (some positions)

U.S. citizenship (positions located within the King County Department of Public Safety)

Pass polygraph test (some positions)

Pass background check (some positions)

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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