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Gutter Cleaning - 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 gutter cleaning services. Facilitate the scheduling of jobs and address service inquiries to ensure exceptional customer satisfaction. Act as a bridge between customers and field staff, ensuring smooth communication and efficient service delivery.
2. Essential Duties and Responsibilities
1. Field incoming customer calls regarding gutter cleaning services.
1. Schedule and coordinate gutter cleaning appointments and dispatch field teams.
1. Address service inquiries and resolve customer concerns promptly.
1. Maintain accurate customer records and appointment logs.
3. Key Tasks / Daily Activities
1. Answer and manage customer phone calls in a timely and professional manner.
1. Verify customer information and confirm service requirements prior to scheduling.
1. Coordinate daily schedules with the field service team.
1. Update and maintain customer records in the CRM system.
1. Conduct follow-up calls to ensure customer satisfaction post-service.
4. Key Performance Indicators (KPIs)
1. Call Resolution Rate: >90%.
1. Job Scheduling Accuracy: 98% or higher.
1. Customer Satisfaction Rating: >4.8 stars.
1. First Contact Resolution Percentage: >85%.
5. Required Qualifications and Skills
1. High school diploma or equivalent required.
1. 1-2 years of customer service experience, preferably in home services or a related field.
1. Proficient in CRM systems and scheduling software.
1. Excellent verbal and written communication skills.
1. Strong organizational and time management abilities.
6. Preferred Experience
1. Previous experience in gutter cleaning or other home services.
1. Background in field service scheduling or operations coordination.
1. Familiarity with local market practices and customer service standards in the home services industry.
7. Physical Requirements
1. Ability to work in an office setting with extended periods of sitting.
1. Occasional lifting of service materials up to 25 lbs.
1. Capacity to handle brief periods in varied weather conditions during field inspections, if required.
8. Work Environment and Schedule
1. Standard office hours with occasional evening or weekend calls.
1. Fast-paced, team-oriented work environment.
1. Occasional remote work or on-site visits may be required.
1. Flexibility to accommodate peak service periods.
9. Compensation and Benefits
1. Hourly rate of $15-$20 per hour based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance.
1. 401(k) plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. We are a dynamic, growth-oriented company that prides itself on delivering exceptional home services to our community. Our team is built on a foundation of collaboration, innovation, and commitment to customer satisfaction. We encourage professional development, celebrate diversity, and provide a supportive environment where every team member can thrive and contribute to our shared success.
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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