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Handyman Services - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Customer Service / Operations
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Customer Service Rep (CSR) plays a pivotal role in ensuring a seamless experience for our clients by managing incoming calls, scheduling handyman service appointments, and addressing customer inquiries with accuracy and professionalism. This position contributes directly to our mission of providing outstanding service and fostering long-term customer relationships.
2. Essential Duties and Responsibilities
1. Field inbound client calls with a friendly and professional demeanor.
1. Schedule appointments for handyman service requests efficiently.
1. Handle customer inquiries and provide accurate service-related information.
1. Document client interactions in a timely and organized manner.
1. Collaborate with service technicians and team members to address client needs.
3. Key Tasks / Daily Activities
1. Answer and route inbound calls to the appropriate department.
1. Confirm and schedule daily service appointments with precision.
1. Follow up with clients to ensure their satisfaction with scheduled services.
1. Update customer records and appointment details in the CRM system.
1. Manage rescheduling or cancellation requests while maintaining high service standards.
4. Key Performance Indicators (KPIs)
1. Average call handle time: less than 3 minutes per call.
1. Appointment scheduling accuracy: achieving 98% consistency.
1. Callback rate within 24 hours: maintained at less than 5%.
1. Customer satisfaction rating: greater than 4.8 stars.
5. Required Qualifications and Skills
1. High School Diploma or equivalent.
1. Excellent oral and written communication skills.
1. Strong multitasking and time management abilities.
1. Proficiency in using CRM software and appointment scheduling tools.
1. Prior experience in a customer service role is preferred.
6. Preferred Experience
1. Experience within the home services industry.
1. Familiarity with handyman service operations.
1. Background in a call center or customer support environment.
1. Demonstrated success in managing scheduling and customer service tasks.
7. Physical Requirements
1. Ability to occasionally lift items up to 15 pounds.
1. Prolonged periods of sitting and performing computer-based tasks.
1. Minimal travel required to assist in coordinating field service appointments.
1. Regular use of telephone and computer peripherals.
8. Work Environment and Schedule
1. Typical work hours: 8:00 AM – 5:00 PM, Monday to Friday.
1. Occasional extended hours during peak service periods.
1. Engaged in an office environment with frequent collaboration with field technicians.
1. Minimal travel required for occasional team meetings and training sessions.
9. Compensation and Benefits
1. Hourly rate: $15 - $20 per hour based on experience.
1. Performance-based bonus opportunities.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) retirement savings plan with company match.
1. Paid time off, holidays, and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative, supportive, and innovative work environment where every team member is encouraged to grow.
1. Our culture is centered around customer-focused excellence, mutual respect, and professional development.
1. We celebrate achievements together and continuously strive to exceed our customers’ expectations, ensuring that our employees thrive in a dynamic and motivating setting.
1. Our commitment to teamwork and advancement makes us a leader in the handyman services industry.
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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