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Fire Suppression - 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 customers seeking fire suppression services, ensuring inquiries are handled efficiently and appointments are scheduled accurately.
2. Essential Duties and Responsibilities
1. Answer and respond to customer inquiries regarding fire suppression services.
1. Schedule service appointments and coordinate with technical teams to ensure timely service delivery.
1. Gather customer feedback and relay relevant information to the operations team for continuous improvement.
1. Maintain clear and consistent communication with internal departments to support seamless service operations.
3. Key Tasks / Daily Activities
1. Manage incoming customer calls, emails, and online inquiries with professionalism.
1. Update and maintain the service scheduling calendar and CRM system daily.
1. Follow up with customers post-service to assess satisfaction and gather feedback.
1. Collaborate with sales and technical teams to resolve issues and ensure high service quality.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. First Call Resolution Rate: ≥90%.
1. Service Scheduling Accuracy: >95%.
1. Callback Rate: <5%.
5. Required Qualifications and Skills
1. High school diploma or equivalent; some college coursework preferred.
1. 1-2 years of experience in a customer service role, preferably in a technical or home services setting.
1. Excellent verbal and written communication skills with strong active listening capabilities.
1. Proficiency in CRM systems and general computer applications.
6. Preferred Experience
1. Experience in the fire suppression or home services industry.
1. Background in scheduling or coordinating technical service operations.
1. Familiarity with emergency response protocols and safety regulations.
1. Experience in process improvement and customer retention strategies.
7. Physical Requirements
1. Ability to remain seated for extended periods while handling customer inquiries.
1. Occasional lifting of materials or documents up to 20 pounds.
1. Work within a standard office environment with minimal physical strain.
1. Occasional travel between office locations or service sites as required.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 9:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak service periods.
1. On-call duties during emergencies or high-demand situations may be necessary.
1. Primarily office-based with potential opportunities for remote work.
9. Compensation and Benefits
1. Salary range: $35,000 - $45,000 per year based on experience.
1. Performance-based incentives and bonus opportunities available.
1. Comprehensive Health, Dental, and Vision insurance packages provided.
1. 401(k) retirement plan, paid time off, and additional fringe benefits included.
10. Company Culture and Overview
1. We foster an inclusive and supportive work environment where every team member is valued.
1. Our commitment to innovation and continuous improvement inspires both personal and professional growth.
1. We prioritize work-life balance while encouraging career advancement and skill development.
1. Our dedication to delivering exceptional fire suppression services sets industry standards and drives customer loyalty.
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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