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Landscaping - Commercial - 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 inbound customer requests and inquiries in the commercial landscaping sector. Ensure superior client communication to facilitate scheduling, service delivery, and overall customer satisfaction. Contribute to operational efficiency by coordinating with internal teams and managing administrative tasks.
2. Essential Duties and Responsibilities
1. Handle inbound calls and emails to assess customer needs and provide timely service responses.
1. Manage scheduling and appointment setting for commercial landscaping projects.
1. Communicate service details, updates, and follow-ups with clients to ensure clarity and satisfaction.
1. Coordinate with field teams to relay client requirements and updates.
1. Maintain accurate records of client communications, appointments, and service requests.
3. Key Tasks / Daily Activities
1. Answer and resolve inbound customer inquiries and service requests.
1. Schedule appointments and dispatch service teams based on client needs and project priorities.
1. Update and manage client data within the CRM system to maintain accurate, real-time information.
1. Provide proactive follow-up with clients to verify satisfaction and address any issues.
1. Collaborate with internal departments to streamline operations and improve service turnaround times.
4. Key Performance Indicators (KPIs)
1. Average Call Response Time: ≤ 30 seconds per call.
1. Customer Satisfaction Rating: ≥ 4.8 stars based on post-service surveys.
1. Callback Rate: < 5% for unresolved inquiries.
1. Scheduling Accuracy: 98% of appointments scheduled without conflicts.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; additional education or certifications in customer service preferred.
1. 1-3 years’ experience in a customer service role, ideally within a home services or landscaping environment.
1. Excellent verbal and written communication skills.
1. Proficient in CRM and scheduling software applications.
1. Strong problem-solving aptitude and attention to detail.
6. Preferred Experience
1. Experience in the commercial landscaping, home services, or related industries.
1. Prior exposure to operations or dispatch roles within customer service environments.
1. Familiarity with landscaping terminology and service protocols.
1. Demonstrated ability to manage multiple tasks in a fast-paced environment.
7. Physical Requirements
1. Ability to remain seated for prolonged periods while using a computer and telephone.
1. Occasional light lifting (up to 15 lbs) required for handling paperwork and office supplies.
1. Comfortable working in a typical office environment.
8. Work Environment and Schedule
1. Standard office hours Monday through Friday with occasional extended hours during peak service demands.
1. Minimal travel expected between office locations and off-site meetings.
1. On-call responsibilities may be required during high-demand periods.
1. A comfortable, professional work setting designed for collaborative communication.
9. Compensation and Benefits
1. Hourly salary range: $16 - $22 per hour, commensurate with experience.
1. Performance-based bonuses available based on KPI achievement.
1. Comprehensive health, dental, and vision insurance coverage.
1. 401(k) plan with company match.
1. Additional fringe benefits, including paid time off.
10. Company Culture and Overview
1. We foster an inclusive and collaborative work environment that values growth and innovation.
1. Our team is committed to delivering exceptional service and building lasting relationships with clients.
1. We invest in our employees’ professional and personal development, ensuring opportunities for advancement.
1. Join us if you are eager to contribute to a company that is both patient-centric and forward-thinking.
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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