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	Job Description



	Function:  Customer Service Representative
	Revision Date: 11/15/2023

	Department:  Administrative
	Hours:  8:00 am to 4:30 pm

	Reports to:  Operations Manager
	

	
Job Summary:
	

	Interact with customers to provide information in response to inquiries about products and services and to handle and resolve complaints.

	

	 Job Functions:

	
· deal directly with customers either by telephone, electronically or face to face 
· data entry of work orders into calibration software
· create sales orders according to customer price list
· create quotes to customers
· respond promptly to customer inquiries
· handle and resolve customer complaints
· expedite all purchase orders and update the computer with ship date
· obtain and evaluate all relevant information to handle inquiries and complaints
· process orders, forms, applications and requests
· direct requests and unresolved issues to the designated resource
· manage customers' accounts
· keep records of customer interactions and transactions
· record details of inquiries, comments and complaints.
· record details of actions taken.
· communicate and coordinate with internal departments
· follow up on customer interactions

	

	Education:

	
· high school diploma, general education degree or equivalent
· knowledge of customer service principles and practices
· knowledge of relevant computer applications
· ability to type
· knowledge of administrative procedures
· numeric, oral and written language applications 
· product knowledge

	

	Requirements:

	
· wants to delight customers, above and beyond the call of duty 
· has intimate knowledge of the customer’s needs 
· has empathy for the customers situation 
· is able to communicate clearly, both written and in speech 
· talks in a way the customer can understand 
· has a "thick skin" and is able to handle complaints, even when handling unpleasant customers 
· works accurate and with eye for detail 
· handles in the best interest of both customer and company 
· is able to use automated information systems to analyze the customers situation 
· has a pleasant, friendly style 
· is willing to build a long-term relationship with the customer 

	

	Other Skills/Abilities

	





	NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as required to meet the ongoing needs of the organization.
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