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Electrical - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary point of contact for clients seeking electrical services while ensuring a positive customer experience and efficient service scheduling. Enhance customer satisfaction by providing timely and accurate information regarding services and appointments. Support the electrical service department by coordinating between clients and technicians to optimize operational flow.
2. Essential Duties and Responsibilities
1. Answer incoming calls promptly and courteously and address client inquiries with professionalism.
1. Schedule appointments in alignment with technician availability and client needs.
1. Maintain up-to-date client records and document all communications accurately.
1. Escalate service issues to the appropriate team members to ensure quick resolution.
3. Key Tasks / Daily Activities
1. Respond to client calls and emails regarding service requests and general inquiries.
1. Monitor the appointment calendar and adjust scheduling as needed to maximize efficiency.
1. Provide clients with basic technical information and pre-service instructions for electrical services.
1. Follow-up with clients post-service to ensure satisfaction and address any additional concerns.
4. Key Performance Indicators (KPIs)
1. First Call Resolution Rate: >90%.
1. Customer Satisfaction Rating: >4.8 stars.
1. Appointment Scheduling Accuracy: 98%.
1. Average Call Handling Time: <3 minutes per call.
5. Required Qualifications and Skills
1. High school diploma or equivalent; some college preferred.
1. Minimum of 1 year of experience in customer service, preferably in the home services or electrical industry.
1. Excellent verbal and written communication skills.
1. Proficient in using scheduling and customer relationship management software.
6. Preferred Experience
1. Experience in a call center or customer service role within the home services or electrical sectors.
1. Familiarity with electrical service terminology and common issues.
1. Demonstrated ability to handle high call volumes and busy schedules efficiently.
1. Background in operations support or administrative roles.
7. Physical Requirements
1. Ability to sit for extended periods while using a computer and phone.
1. Occasional lifting of up to 20 pounds, if required, for handling documents or equipment.
1. Work in a standard office environment with moderate noise levels.
1. Capability to perform repetitive tasks with attention to detail.
8. Work Environment and Schedule
1. Full-time position with a typical schedule from 8:00 AM to 5:00 PM.
1. Occasional overtime and weekend shifts may be required during high-demand periods.
1. Minimal travel required for training sessions or team meetings.
1. On-call duties during peak service periods may be expected.
9. Compensation and Benefits
1. Hourly rate range: $15 - $20 per hour, based on experience and qualifications.
1. Opportunity to earn performance-based bonuses.
1. Health, Dental, and Vision insurance provided.
1. 401(k) plan with employer match and additional fringe benefits.
10. Company Culture and Overview
1. Our company is committed to a culture of growth, teamwork, and exceptional service where every employee has the opportunity to make an impact.
1. We value innovation, continuous learning, and a supportive environment that encourages career progression.
1. Our team is driven by a shared passion for customer satisfaction and operational excellence.
1. We pride ourselves on fostering a welcoming, inclusive, and community-oriented workplace.
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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