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Housekeeping - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary point of contact for clients, ensuring exceptional customer service and seamless service scheduling. Combine strong communication skills with an understanding of housekeeping requirements to enhance the overall customer experience. Contribute to the company’s goal of delivering efficient and timely home services that exceed client expectations.
2. Essential Duties and Responsibilities
1. Answer incoming client calls and respond promptly to inquiries.
1. Schedule and coordinate housekeeping services efficiently.
1. Handle client feedback and resolve service-related issues in a professional manner.
1. Document service details and communicate effectively with field staff.
3. Key Tasks / Daily Activities
1. Greet and engage with clients over the phone to assess their needs.
1. Input and update scheduling information in the service management system accurately.
1. Follow up with clients post-service to ensure satisfaction and gather feedback.
1. Collaborate with the housekeeping team to confirm service details and address any issues promptly.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: > 4.8 stars.
1. Callback Percentage: < 5%.
1. Service Scheduling Accuracy: 98% or higher.
1. First Call Resolution Rate: 95% or more.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. Minimum 1-2 years of customer service experience in a related field.
1. Excellent verbal communication and interpersonal skills.
1. Proficiency with scheduling software and basic computer applications.
6. Preferred Experience
1. Experience in the home services or cleaning industry.
1. Demonstrated ability in handling high call volumes in a fast-paced environment.
1. Previous exposure to customer relationship management (CRM) tools.
1. Familiarity with scheduling and dispatch systems within a service-oriented company.
7. Physical Requirements
1. Ability to sit or stand for extended periods during phone calls and computer work.
1. Occasional walking to support onsite service coordination.
1. Minimal physical exertion required beyond standard office duties.
1. Occasional lifting of files or supplies up to 10 pounds.
8. Work Environment and Schedule
1. Typical work hours from 8:00 AM to 5:00 PM, Monday to Friday.
1. A professional and collaborative office environment with a focus on customer service excellence.
1. May require occasional overtime during peak service periods.
1. Minimal travel expectations within local service areas.
9. Compensation and Benefits
1. Hourly rate ranging from $15 to $20 depending on experience.
1. Performance-based bonus opportunities aligned with KPI achievement.
1. Comprehensive health benefits including medical, dental, and vision coverage.
1. Additional fringe benefits such as 401(k) matching, paid time off, and professional development support.
10. Company Culture and Overview
1. Our company fosters a dynamic environment that values integrity, innovation, and teamwork.
1. We are committed to the growth and success of our employees through continuous training and career development initiatives.
1. Our culture is built on respect, collaboration, and a shared passion for delivering outstanding home services.
1. Join us to become part of a dedicated team that transforms the customer experience with every service provided.
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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