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Builders / Developers - Commercial - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary point of contact for commercial builders and developers, ensuring top-notch customer service and seamless communication. Address inquiries, provide timely updates, and manage scheduling requests to support operational efficiency and client satisfaction. Play a key role in maintaining and enhancing long-term client relationships through proactive engagement and support.
2. Essential Duties and Responsibilities
1. Respond promptly to inquiries from commercial clients via phone, email, and in-person communication.
1. Provide timely updates regarding project status, scheduling, and service delivery to commercial builders and developers.
1. Manage and coordinate scheduling requests to ensure optimal resource allocation and minimal disruptions.
1. Collaborate closely with other departments to resolve client issues and enhance service outcomes.
3. Key Tasks / Daily Activities
1. Engage with commercial clients daily to confirm appointment details and address any immediate concerns.
1. Monitor and update scheduling systems to reflect real-time status changes and service adjustments.
1. Proactively follow up with clients after service visits to ensure satisfaction and gather feedback.
1. Document client interactions and provide detailed reports to the Customer Service Manager for performance evaluation.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. Response Time to Inquiries: <2 hours.
1. Scheduling Accuracy: 98% on-time scheduling adherence.
1. Callback Resolution Rate: <5% unresolved callbacks.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. 1-3 years of experience in customer service, preferably in commercial or home services industries.
1. Excellent communication and interpersonal skills with a customer-centric attitude.
1. Proficient in using scheduling software and customer relationship management (CRM) systems.
6. Preferred Experience
1. Prior experience working with commercial builders or developers and understanding their service needs.
1. Familiarity with construction or home services industry terminology and processes.
1. Experience in managing multiple client accounts simultaneously with precision.
1. Track record of exceeding performance and customer satisfaction metrics in past roles.
7. Physical Requirements
1. Ability to sit or stand for extended periods while engaging with clients and performing data entry tasks.
1. Occasional lifting of light materials (up to 15 lbs) for office tasks.
1. Navigate within standard office environments with minimal physical strain.
1. Occasional site visits may require walking on uneven surfaces in a safe, responsible manner.
8. Work Environment and Schedule
1. Typical work hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Some flexibility in scheduling may be required to accommodate client needs and project timelines.
1. Minimal travel required; occasional visits to job sites or commercial offices may be expected.
1. On-call duties may be required during peak periods or project emergencies.
9. Compensation and Benefits
1. Hourly rate ranging from $15 to $20 per hour depending on experience.
1. Eligibility for performance-based bonuses and commissions related to client satisfaction and scheduling efficiency.
1. Health, Dental, and Vision insurance benefits provided.
1. 401(k) plan with company matching contributions.
10. Company Culture and Overview
1. Our company fosters an inclusive and growth-oriented culture where employees are empowered to excel and innovate.
1. We are passionate about delivering exceptional service to our commercial clients while investing in the professional development of our team.
1. Our work environment is collaborative, supportive, and built on a foundation of mutual respect and continuous improvement.
1. We believe in celebrating successes, learning from challenges, and driving forward as a united team.
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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