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Hardscaping - 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 prospective and existing hardscaping clients. Deliver prompt, professional customer service by handling client inquiries, scheduling appointments, and resolving service issues. Enhance customer satisfaction and contribute to the overall operational success of the company.
2. Essential Duties and Responsibilities
1. Answer incoming client calls in a courteous and professional manner.
1. Schedule and coordinate hardscaping services with the appropriate field teams.
1. Resolve customer issues promptly and escalate concerns when necessary.
1. Maintain accurate and up-to-date customer records in internal systems.
3. Key Tasks / Daily Activities
1. Greet and manage incoming calls while ensuring prompt response times.
1. Schedule and confirm hardscaping service appointments efficiently.
1. Provide clients with clear information regarding service offerings and pricing.
1. Follow-up with customers post-service to ensure satisfaction and gather feedback.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. Service Call Response Time: <30 seconds per call.
1. Appointment Scheduling Accuracy: >98% accuracy in booking and confirmations.
1. Resolution Rate: >95% of customer issues resolved on first contact.
5. Required Qualifications and Skills
1. High School Diploma or equivalent required; Associate’s degree preferred.
1. 1-3 years of customer service experience in a service-focused environment.
1. Excellent communication and problem-solving skills.
1. Proficient in using phone systems, scheduling software, and standard computer applications.
6. Preferred Experience
1. Prior experience in the home services or hardscaping industry.
1. Familiarity with CRM systems and service scheduling platforms in a similar role.
1. Experience working in a fast-paced, customer-focused environment.
1. Demonstrated ability to maintain professionalism under pressure.
7. Physical Requirements
1. Ability to sit for extended periods while engaged in calls and administrative tasks.
1. Occasional walking to access files or equipment may be required.
1. Minimal physical exertion as the role primarily involves desk-based work.
1. Must be able to work in an office environment with standard temperature conditions.
8. Work Environment and Schedule
1. Standard office hours, Monday through Friday, from 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak service periods.
1. Infrequent on-call duties could be necessary to support high demand times.
1. Work is performed in a collaborative and dynamic office setting.
9. Compensation and Benefits
1. Hourly rate range: $15-$20 per hour, commensurate with experience.
1. Performance-based bonuses may be available.
1. Health, Dental, and Vision insurance provided.
1. 401k plan with company matching options available.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster an environment that values innovation, teamwork, and continuous growth.
1. We are committed to creating a culture where every team member feels valued and empowered to achieve their potential.
1. Our aim is to build lasting relationships with our clients by delivering exceptional service and support.
1. We embrace diversity and encourage individuals who are passionate about customer service and home improvement to join our dynamic team.
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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