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Basement Waterproofing - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Customer Service
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The CSR in Basement Waterproofing is a key member of our team, ensuring the smooth flow of operations by answering client calls, scheduling visits, and handling basic inquiries. This role directly contributes to our company's reputation for excellent customer service.
2. Essential Duties and Responsibilities
1. Promptly answer all incoming client calls in a friendly and professional manner.
1. Schedule visits for clients with our technical team for basement waterproofing services.
1. Resolve basic client inquiries, providing accurate information, and escalating complex issues as necessary.
1. Maintain records of customer interactions and transactions.
3. Key Tasks / Daily Activities
1. Answering and directing phone calls.
1. Maintaining a record of client appointments and visits.
1. Addressing client concerns and providing solutions where possible.
1. Collaborating with the technical team to ensure service efficiency.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars
1. Number of Calls Handled per day: >50
1. Issue Resolution Efficiency: >85%
1. Appointment Scheduling Accuracy: 100%
5. Required Qualifications and Skills
1. High School Diploma or equivalent.
1. Minimum of 1 year of experience in a customer service role.
1. Excellent communication and interpersonal skills.
1. Proficiency in using CRM software and Microsoft Office Suite.
6. Preferred Experience
1. Experience in a customer service role within the home services or construction industry is preferred.
7. Physical Requirements
1. This is primarily a desk job, and may require sitting for extended periods.
8. Work Environment and Schedule
1. Typical work hours are 9:00 AM to 5:00 PM, Monday to Friday. Some weekend or evening shifts may be required during peak periods.
9. Compensation and Benefits
1. The salary range for this position is $35,000 to $45,000 per annum, based on experience. Benefits include Health, Dental, Vision, and 401k.
10. Company Culture and Overview
1. Our company prides itself on a culture of growth, inclusivity, and customer-centricity. We believe in investing in our employees, providing them with opportunities to learn, grow, and succeed. We are dedicated to delivering top-notch services that exceed customer expectations.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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