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Janitorial - 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 seeking janitorial home services. Address service requests, update schedules, and handle client concerns with professionalism and efficiency. Support coordination between customers and the janitorial team to ensure high-quality service delivery.
2. Essential Duties and Responsibilities
1. Respond promptly to incoming service requests and client inquiries.
1. Update and maintain accurate service schedules in coordination with the janitorial team.
1. Address and resolve client concerns with empathy and efficiency.
1. Coordinate with internal teams to relay job details and ensure service standards are met.
1. Maintain detailed records of customer interactions and follow-up actions.
3. Key Tasks / Daily Activities
1. Answer and direct incoming client calls and emails.
1. Update service schedules and dispatch information in real time.
1. Monitor and document service request progress and resolution steps.
1. Liaise with the janitorial team to confirm job assignments and completion status.
1. Manage client feedback and provide timely and effective responses.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. Callback Rate: <5%.
1. First Contact Resolution Rate: >85%.
1. Schedule Update Accuracy: 100%.
5. Required Qualifications and Skills
1. High School Diploma or equivalent education.
1. 1-2 years of proven customer service experience.
1. Excellent verbal and written communication skills.
1. Proficiency in scheduling systems, CRM software, and basic computer applications.
1. Strong problem-solving abilities and attention to detail.
6. Preferred Experience
1. Previous experience in the janitorial or home services industry.
1. Familiarity with dispatch and office support tasks.
1. Experience using customer relationship management tools in a service environment.
1. Demonstrated ability to work collaboratively in a team-oriented setting.
7. Physical Requirements
1. Ability to stand or walk for extended periods during work shifts.
1. Capability to lift or carry items up to 10 lbs if needed.
1. Comfortable working in varying temperature conditions that may be encountered on-site.
1. Must be able to use standard office equipment and communication devices.
8. Work Environment and Schedule
1. Typical work hours: 8:00 AM to 5:00 PM.
1. Occasional weekend or holiday shifts may be required based on service demand.
1. Minimal travel required for occasional training or team meetings.
1. On-call duties may be assigned to address urgent service issues.
9. Compensation and Benefits
1. Hourly rate: $15.00 - $18.00 per hour.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) retirement plan.
1. Paid time off along with professional development opportunities.
10. Company Culture and Overview
1. We are a dynamic and inclusive company that values growth, teamwork, and exceptional customer service.
1. Our culture emphasizes continuous learning and personal development to help you advance your career.
1. We celebrate innovation and encourage ideas that enhance both service quality and operational efficiency.
1. Join us to be part of a passionate team committed to making a positive impact in the home 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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