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"Customer Service Representative"

DEPARTMENT:
Product and Customer Service
            POSITION NO: 703E

SECTOR:
Customer Service

REPORTS TO:





	JOB SUMMARY: To ensure product delivery within manufacturing department capabilities to satisfy customer requirements.



	MAIN DUTIES and RESPONSIBILITIES:

Handle customer calls regarding status of orders, providing schedule and delivery information.  Handle difficult or non-standard calls referred by more junior representatives;

Contact manufacturing, field service, accounting, shipping and other functions as necessary to determine order status, anticipated delivery dates and to resolve other customer queries and concerns;

Expedite customer orders through contact with manufacturing, shipping and other functions to accelerate deliveries;

Provide callers with product and price information where some interpretation or discussion is needed;

Handle sales order administration and/or inside sales, as required;

Provide guidance to more junior staff;

Maintain current database of Company clients and ensure continuous updates;

Handle related correspondence, invoicing information and distribution of support materials to clients;

Follow and ensure compliance to workplace operating and environmental, health and safety procedure and guidelines.



	EDUCATION AND EXPERIENCE:

2-year college diploma or equivalent;

3-5 years (minimum) experience in customer service or a similar role.

SPECIALIZED SKILLS:

Effective communications and interpersonal skills;

Thorough knowledge of company products, sales, pricing and service policies and procedures.

WORK TOOLS USED:

Computers, peripheral equipment, communications equipment and pertinent software applications.




