Propane Customer Service and Billing Representative
Pay Range: $17 to $23 per hour
Benefits: Health, dental and vision insurance, 401K, paid time off, paid holidays, formal and on the job training.
High Plains Propane, LLC in Dubois, Idaho, is seeking a dependable, customer-focused professional to support daily operations for our propane division. This role is a key point of contact for customers while also supporting billing, dispatch, and reporting functions. The ideal candidate brings a calm, positive presence, takes ownership of their work, and thrives in a role where accuracy and reliability matter. 
What You’ll Do
· Serve as a primary point of contact for propane customers via phone and in person
· Answer customer calls and greet walk-in customers professionally and courteously
· Process customer payments, gas orders, and billing transactions
· Dispatch and coordinate daily propane delivery routes
· Maintain and update customer accounts with accuracy and attention to detail
· Prepare and process monthly customer statements
· Generate and provide monthly operational reports to the General Manager
· Assist with customer service duties for Mud Lake Telephone as needed
· Support overall office operations to ensure customers receive timely, reliable service
What We’re Looking For
· Prior customer service experience, preferably in an office or operations setting
· Strong proficiency with Microsoft Office (Outlook, Word, Excel)
· A steady, positive demeanor in both customer interactions and team environments
· A strong sense of ownership and accountability for assigned responsibilities
· Excellent attention to detail and organizational skills
· Ability to work efficiently under pressure and meet deadlines
· Comfortable balancing multiple priorities throughout the day
· Ability to speak English and Spanish a plus
Why This Role Matters
This position plays a critical role in ensuring customers receive dependable propane service while keeping daily operations running smoothly. If you enjoy being relied upon, staying organized, and making a real difference through your work, this role may be a great fit.
