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	Job Title:
	CSR (Customer Service Representative)

	Department:
	Office

	Reports to:
	Office Manager

	FLSA Status
	Non-Exempt


Summary:  This individual is responsible for performing miscellaneous clerical duties. This individual will answer a multi-line phone system and transfer calls to appropriate department with very little interruption.  
Primary duties: 

· Operate telephone switchboard to answer, screen, or forward calls, provide information, take messages, or schedule appointments.
· Notify technicians and route drivers of service calls immediately upon receiving.
· Greet persons entering establishment, determine nature and purpose of visit, and direct or escort them to specific destinations.

· Transmit information or documents to customers, using computer, mail, or facsimile machine.

· Perform administrative support tasks for various departments.

· Compile, copy, sort and file correspondence.
· Compute, record, and proofread data and other information, such as records or reports.

· Review files, records, and other documents to obtain information to respond to requests.
· Inform management immediately of any complaints or issues with customers.

· Manage Direct Store Delivery customers, compile orders, enter into system and distribute to Warehouse.
Secondary Duties: 
· All other duties as assigned

Competencies:
· Must have the ability to acquire understanding and absorb new information (a quick study).

· Must have the ability to detect errors, omissions, miscalculations, and non-compliance against requirements.

· Must have the ability to maintain confidentiality and display ethical behavior in all business dealing; ability to be trusted by peers, clients and other; puts honestly and integrity above self.

· Must have the ability to plan, organize, schedule work in efficient and productive manner.  Ability to focus on key priority, juggles multiple projects, and manages time effectively.

· Must have the ability to adapt and adjust quickly to changing priorities or work demands without adverse impact on performance or team dynamics.

· Must have the ability to display appropriate demeanor, dialogue, interaction and attire when dealing with clients and/or co-worker

· Must have the ability to personify and/or exhibit compassion, sensitivity, warmth, friendliness and trustworthiness.

· Must have the ability to work in a team setting and establish collaborative peer relationship.

· Must have the ability to communicate effectively in both written and verbal communication. Must always convey professionalism over the phone and in person.

· Must have the ability to listen, comprehend directives, inquiries and/or comments, and decipher intent and meaning.

· Must have the ability to exhibit a can do attitude.

· Must be reliable, responsible, and dependable.

· Requires regular and timely attendance.
Physical Demands:

· Lifting, carrying, pushing and/or pulling up to 25lbs (+-20%) of the time

· Standing/walking/climbing (+-20%)of the time

· Sitting in a normal position for an extended time (+-50%)of the time

· Reaching/handling/feeling (+-50%) of the time

· Use of finger dexterity (+- 50%) of the time.
Education:

· Should have a High School Diploma or equivalent.
Experience:

· Should have a minimum of one (2) years’ experience as office clerk.  
Computer Skills:
· Microsoft Office
______________________________                             ___________________________
Employee Signature                                                          Date

EEO: Pepi is an Equal Opportunity Employer.  We will not discriminate based on race/creed/national origin/religion/color/sex/age/pregnancy/ disability or veteran status.
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