
The Enrichment Center of Lee County -  Customer Service Assistant  
 
$10.00 per hour  -  part-time (Fridays and other days as needed) 
 
Description of Work: 
Provides direct customer service and information and referral at the front reception desk 
of The Enrichment Center of Lee County for internal and external customers.  Assist 
walk-in and telephone customers and facilitate their requests and inquiries.  Register, 
accept and receipt payment for programs, activities and services provided by The 
Enrichment Center.  Maintain records of transactions, which may include records on 
paper and Microsoft computer applications.  Provides back-up assistance to program staff 
as requested and needed.  Provides administrative support for the Senior Services 
program staff, such as data entry, mail outs, labels and letters.  Attend community health 
and information fairs representing the agency and providing resources about services and 
programs.  Work is coordinated, observed, reviewed, and evaluated by the Administrative 
& Marketing Specialist. 
 
Knowledge of:  
Local government organization and services; customer service principles.   
 
Required skills:   
Providing courteous and informed assistance and customer service to the general public 
(external customers) and employees (internal customers); being patient and attentive, 
listening to customers and being polite; presenting a professional image to the public in 
appearance and demeanor; maintaining confidentiality; establishing and maintaining 
effective working relationships as needed with the local, state and other officials, civic 
and business leaders, associates and the general public; communicating effectively orally 
and in writing; using Microsoft Office (Outlook, Word, Excel, Publisher). 
 
Minimum Education & Experience: 
High School or GED, and at least two years of customer service or public contact 
experience, preferably in local government.   
 

APPLICATION PROCESS: 
Applications may be obtained from and returned to the Human Resources Office, 408 Summit 
Drive/PO Box 1968, Sanford, NC 27331. Applications may also apply at www.leecountync.gov. 
Applications deadline is 5 pm on Monday, October 19, 2020. 

Lee County does not discriminate based on race, color, national origin, sex, religion, age or 
disabling condition in employment opportunities 


