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General Contractor - Commercial - 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 in the commercial general contracting segment. Ensure timely updates and communication between field teams and clients. Enhance customer satisfaction by efficiently scheduling site visits and addressing project inquiries. Contribute to the smooth operation of commercial projects through proactive customer service.
2. Essential Duties and Responsibilities
1. Update clients on project status and schedule site visits with efficiency and accuracy.
1. Address commercial project inquiries, providing clear guidance and support.
1. Collaborate with project managers and contractors to relay customer feedback and project requirements.
1. Maintain detailed records of interactions and scheduled appointments to support operational continuity.
3. Key Tasks / Daily Activities
1. Respond to incoming calls and emails from commercial clients, ensuring prompt and professional communication.
1. Schedule and confirm site visits in coordination with project managers and field teams.
1. Document and track customer inquiries and project updates using company CRM systems.
1. Liaise with internal teams to resolve client issues and ensure projects remain on track.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. On-time Scheduling Rate: 95% adherence to scheduled site visits.
1. Response Time to Inquiries: <5 minutes on average.
1. Accuracy in Communication and Documentation: 99% error-free records.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; some college coursework preferred.
1. Minimum of 2 years of customer service experience, preferably in a related industry.
1. Excellent communication, interpersonal, and problem-solving skills.
1. Proficiency with CRM software and Microsoft Office suite.
6. Preferred Experience
1. Experience in the home services or construction industry, particularly in commercial contracting.
1. Previous work as a customer service representative in a high-paced environment.
1. Familiarity with project management or scheduling software.
1. Demonstrated ability to manage multiple tasks and prioritize in a deadline-driven environment.
7. Physical Requirements
1. Ability to work in an office setting with occasional visits to construction sites.
1. Capability to lift up to 20 pounds of materials if needed.
1. Extended periods of sitting or standing while operating computer and telephone systems.
1. Occasional exposure to outdoor construction environments during site visits.
8. Work Environment and Schedule
1. Standard office hours with occasional required flexibility for site visits.
1. Minimal travel required between office and project sites within the local area.
1. On-call duties available during peak project times.
1. Collaborative work environment with regular team meetings and project briefings.
9. Compensation and Benefits
1. Hourly rate range: $18 - $24 per hour, based on experience and qualifications.
1. Eligibility for performance bonuses based on customer satisfaction and scheduling metrics.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k retirement plan with company matching and paid time off benefits.
10. Company Culture and Overview
1. We are committed to nurturing a growth-oriented environment where every team member is inspired to excel and build lasting relationships with our clients.
1. Our culture promotes continuous learning, open communication, and collaborative problem-solving.
1. We are passionate about delivering exceptional service and fostering long-term client partnerships.
1. Join our vibrant team to grow professionally while making a direct impact on our community’s quality of service.
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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