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Garage Door - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager or Service Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the first point of contact for our garage door service customers, ensuring prompt, professional, and friendly support. Efficiently handle inquiries, schedule service appointments, and resolve issues to enhance customer satisfaction. Play a key role in maintaining operational excellence and contributing to the overall success of the company.
2. Essential Duties and Responsibilities
1. Answer incoming calls and assist customers with their inquiries.
1. Schedule and coordinate garage door service appointments in a timely manner.
1. Resolve customer issues and complaints with professionalism and empathy.
1. Maintain accurate records of customer interactions and service details.
3. Key Tasks / Daily Activities
1. Handle a high volume of inbound calls with a focus on quality customer engagement.
1. Confirm and coordinate scheduled service appointments with customers and technicians.
1. Provide accurate information about garage door services, pricing, and promotions.
1. Update customer records in the system and document all interactions.
1. Collaborate with field technicians and other team members to ensure seamless service delivery.
4. Key Performance Indicators (KPIs)
1. Average Call Handling Time: ≤ 3 minutes per call.
1. Appointment Scheduling Accuracy: 98% accuracy.
1. Customer Satisfaction Rating: >4.8 stars.
1. First Contact Resolution Rate: ≥ 90%.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; some college coursework preferred.
1. 1-2 years of customer service experience, preferably in a call center or similar environment.
1. Excellent verbal and written communication skills.
1. Proficiency with computer systems and scheduling software.
1. Strong multi-tasking abilities and the capacity to work effectively under pressure.
6. Preferred Experience
1. Previous experience in the home services or garage door industry.
1. Familiarity with CRM systems and appointment scheduling tools.
1. Experience working in a fast-paced, growth-oriented environment.
1. Customer service certifications or formal training are a plus.
7. Physical Requirements
1. Ability to sit for extended periods while handling calls and using office equipment.
1. Frequent use of a computer and telephone in a standard office environment.
1. Minimal lifting required (< 10 lbs) for document management purposes.
1. Use of ergonomic office equipment to maintain comfort and productivity.
8. Work Environment and Schedule
1. Typical work hours: Monday – Friday, 8AM – 5PM.
1. Occasional extended work hours during peak service periods.
1. Primarily office-based with collaboration in a supportive team setting.
1. Minimal travel required for occasional team meetings or training sessions.
9. Compensation and Benefits
1. Hourly wage range: $15 – $20 per hour, based on experience.
1. Performance-based bonus program available.
1. Health, Dental, and Vision insurance provided.
1. 401k plan with company match.
1. Paid time off and holiday benefits.
10. Company Culture and Overview
1. A supportive and inclusive environment that values teamwork and exceptional customer service.
1. A culture dedicated to innovation, continuous learning, and professional growth.
1. Collaborative leadership focused on empowering every employee to succeed.
1. A mission-driven organization committed to delivering top-quality service and building lasting customer relationships.
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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