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JOB DESCRIPTION 
 

TITLE 
   Sr Customer Account Analyst 

NUMBER 
    50023200 

JOB FAMILY 
   Customer Service 

GRADE 
    8 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Works closely with various PSE Departments in support of reporting and data analysis related to Large Commercial 
and Industrial accounts. Performs audits and reconciliation analysis in compliance with government requirements, 
as well as internal controls. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Maintains, prepares, analyzes and reconciles special billing reports related to gas and electric industrial 

accounts, including gas pressure billing, charted meters, gas transportation, large power accounts and rate 
verifications.   
 Prepares, analyzes and/or reviews migration charges, FLUX reports, settlement billing and interruptible 

rate changes, as well as annual rate demand calculations.  
 Audits reports for accuracy and reasonableness, as well as compliance requirements, before submittal.  

 Works cross-departmentally to research, analyze and resolve issues, questions and requests related to special 
billing.  

 Prepares and coordinates interruptible contracts to support Business and Major Account Services. 
 Reviews calculations and oversees billing of curtailment penalties. 
 Assists in resolving specific customer billing issues. 
 Routinely supports winter curtailment for Rate 41. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Associate degree in Accounting, Business or related, and 3 years experience in customer billing/accounting 

processes;  OR  5 years of prior accounting/business or related experience. 
 Working knowledge of WAC rules and Tariffs, WUTC Rules and Regulations. 
 Working knowledge of MS Office specifically in Excel. 
 Ability to analyze and process large amounts of data. 
 Demonstrated effective written and oral communication skills. 
 Strong customer service and interpersonal skills with the ability to work in a multi-team environment. 
 Ability to identify and define areas for process improvements. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Experience with ConsumerLinX (CLX) Customer Information and SAP systems. 
 

 


