Mississippi Development Authority Recruitment Notice

The Mississippi Development Authority is an Equal Opportunity Employer and will fill these positions without regard to
Age, Race, Religion, National Origin, Genetic Information, Color, Sex, Marital Status, or Disability

Job Title:
Customer Service Representative I
Special Notes:
None
Recruitment:
March 18 thru March 24, 2022
Annual Salary:
$19,562.07
Location:
Welcome Center / Visitor Services Bureau in the Visit MS Division

City/State:
Tremont, MS in Itawamba County
Principal Responsibilities include but are not limited to the following:

· Provide information to traveling public
· Direct tourists and answer questions regarding attractions, accommodations, historic sites, mileage, geography, culture, heritage, and shopping areas
· Attend training programs, seminars, familiarization trips, and special meetings
· Prepare assignments from workshops/seminars for submission to Jackson office by deadline
· Compile reservation reports from accommodations reservations made for traveling public
· Maintain cleanliness of Welcome Center building interior 
· Assist with special projects 
· Plan, organize and implement activities and events held at the center 
· Participate in Chamber of Commerce, tourism, and civic activities in the local community
· Serve as official representative of the state when necessary 
Who May Apply:
MDA employees and the general public.
How To Apply:
1)   A State of MS paper application may be obtained from and then submitted to one of these locations:

· WIN Job Center (Select http://mdes.ms.gov/win-job-centers/ for local phone numbers and addresses) 

· MS State Personnel Board at  http://www.mspb.ms.gov/  (601.359.1406) (210 East Capitol Street, Suite 800, Jackson, MS 39201)

Note:  The job number should appear on the paper application.  Complete and submit supplemental questions that pertain to the job description.  

The deadline for submitting State of MS applications is 5:00 pm on the closing date of recruitment.

2)   An Electronic application may be submitted through the State Personnel Board website at 

     http://www.mspb.ms.gov/.


The deadline for submitting electronic applications is 11:59 p. m. on the closing date of recruitment.  


MDA complies with E-Verify which is an internet base system operated by the Department of Homeland Security

in partnership with the Social Security Administration that allows participating employers

to electronically verify the employment eligibility of their newly hired employees.
Educational and Experience Requirements: Refer to Class Specification:

Customer Service Representative I
This is entry-level Customer Service Representative work accountable for assisting customers with obtaining a full range of services by providing information and applying a variety of laws, rules, policies, procedures, and program requirements. At this level, employees assist with providing advice and answers, and reviewing and validating forms for completeness and accuracy in order to provide services and products. While specific requests or needs may be non-routine requiring research to gather necessary information to provide appropriate services or answers, processes are typically transactional in nature and do not require in-depth problem-solving.

Typically requires High School Diploma or equivalent and 0-1 years of experience.
OCCU: 9037
Pay Grade: MS 03

