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Carpet Cleaning / Floor Care - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Customer Service Representative is the first line of contact for our customers. This role is crucial in maintaining customer satisfaction and loyalty by addressing their needs and concerns regarding our carpet cleaning and floor care services.
2. Essential Duties and Responsibilities
1. Handle inbound customer calls and inquiries regarding services.
1. Schedule services according to customer preferences and company availability.
1. Resolve customer complaints, providing appropriate solutions and alternatives.
1. Follow communication procedures, guidelines, and policies to maintain consistent service.
3. Key Tasks / Daily Activities
1. Answering customer queries regarding our carpet cleaning and floor care services.
1. Booking appointments for services.
1. Escalating serious issues or complaints to the Customer Service Manager.
1. Tracking customer interactions and transactions, recording details of inquiries, complaints, and actions taken.
4. Key Performance Indicators (KPIs)
1. Average call answer time: <30 seconds.
1. Customer Satisfaction Rating: >4.8 stars.
1. Number of appointments scheduled: >20 per day.
1. Customer complaint resolution: >95% resolved at first contact.
5. Required Qualifications and Skills
1. High school diploma or equivalent.
1. Minimum of 1 year in a customer service role.
1. Excellent communication and problem-solving skills.
1. Proficiency in using computer software and CRM systems.
6. Preferred Experience
1. Previous experience in a home services industry.
1. Familiarity with carpet cleaning and floor care services.
7. Physical Requirements
1. Sedentary role with minimal physical demands.
1. Capable of working in a typical office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 9 am - 5 pm.
1. No travel or on-call duties required.
9. Compensation and Benefits
1. Hourly rate: $15 - $20 per hour, depending on experience.
1. Health, Dental, and Vision benefits.
1. 401k retirement plan.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in creating a strong, supportive community that fosters growth and success. We pride ourselves on our commitment to customer satisfaction, and we strive to provide the best possible service. We believe that every member of our team plays a crucial role in achieving this goal, and we invest in their professional development to help them succeed.
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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