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Home Builder - 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 of our home building services. Facilitate seamless communication between clients and home building teams. Schedule walkthroughs and coordinate on-site visits to maintain project clarity. Resolve client concerns promptly to ensure a positive customer experience.
2. Essential Duties and Responsibilities
1. Communicate effectively with clients regarding project updates and service inquiries.
1. Schedule and confirm walkthrough appointments between clients and home building teams.
1. Address and resolve client concerns in a timely and professional manner.
1. Maintain accurate records of client interactions and service appointments.
3. Key Tasks / Daily Activities
1. Answer incoming calls and respond to client emails regarding project details.
1. Coordinate and schedule daily walkthrough appointments with precision.
1. Document client feedback and concerns for continuous service improvement.
1. Collaborate with home building teams to relay client requirements and updates.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: > 4.8 stars.
1. Callback Rate: < 5%.
1. Walkthrough Scheduling Efficiency: 95% of appointments scheduled within target timeframes.
1. Resolution Time: 90% of client concerns addressed within 24 hours.
5. Required Qualifications and Skills
1. High school diploma or equivalent; college degree preferred.
1. Minimum of 1-2 years of customer service experience.
1. Excellent verbal and written communication skills.
1. Proficiency with CRM software and scheduling tools.
6. Preferred Experience
1. Previous experience within the home building or construction industry.
1. Demonstrated experience in coordinating in-person appointments and walkthroughs.
1. Familiarity with property management or home service operations.
1. Proven track record of working collaboratively in a client-focused environment.
7. Physical Requirements
1. Ability to sit or stand for extended periods while handling client interactions.
1. Occasional lifting of materials up to 20 pounds.
1. Adherence to construction site safety protocols when visiting job sites.
1. Capability to work in a sedentary office environment with moderate noise levels.
8. Work Environment and Schedule
1. Typical work hours Monday through Friday from 8 AM to 5 PM.
1. Occasional on-call availability for urgent client issues.
1. Periodic travel between office and multiple job site locations.
1. Work performed in both an office setting and on-site at home building projects.
9. Compensation and Benefits
1. Hourly rate range: $18-$25 per hour.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance packages available.
1. 401k retirement plan with company match.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and innovative work environment.
1. Our team is dedicated to empowering employees to grow and succeed in the home building industry.
1. We believe in transparency, continuous improvement, and exceptional customer service.
1. Join us and become part of a supportive culture focused on making a positive impact in our clients’ lives.
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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