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Property Preservation Services - 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 property preservation inquiries while ensuring excellent communication between clients, banks, and real estate firms. Coordinate scheduling of property visits and follow-ups to ensure timely service delivery. Contribute to efficient property maintenance operations through exceptional customer service and detailed documentation.
2. Essential Duties and Responsibilities
1. Respond promptly to inquiries from banks, real estate firms, and property owners regarding property preservation services.
1. Schedule property visits, inspections, and maintenance activities in coordination with field teams.
1. Maintain clear and professional communication with all stakeholders via phone, email, and other channels.
1. Document all customer interactions, scheduling details, and service updates accurately in the system.
3. Key Tasks / Daily Activities
1. Answer and field customer inquiries regarding property preservation services.
1. Coordinate and schedule property visits and inspections based on client and field team availability.
1. Follow up with banks and real estate firms to confirm scheduled appointments and resolve scheduling conflicts.
1. Update service records and communicate status updates to senior management and field teams.
4. Key Performance Indicators (KPIs)
1. Customer Inquiry Response Time: target response within 2 hours of receipt.
1. Visit Scheduling Efficiency: achieve a scheduling accuracy rate of 98%.
1. Customer Satisfaction Rating: maintain an average rating of >4.8 stars.
1. Callback Rate: keep callback rates to less than 5%.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; associate’s or bachelor’s degree preferred.
1. 1-2 years of customer service experience, preferably in home services or property-related sectors.
1. Excellent verbal and written communication skills.
1. Proficiency in scheduling software and basic computer applications.
6. Preferred Experience
1. Experience in property preservation, real estate, or banking environments.
1. Familiarity with property inspection and maintenance processes.
1. Previous role involving coordination between multiple stakeholder groups.
1. Proven track record in managing high-volume customer communications.
7. Physical Requirements
1. Ability to sit for extended periods while using a computer and phone.
1. Some local travel required to attend property visits or team meetings.
1. Occasional lifting of moderately heavy documents or portable equipment (up to 15 lbs).
1. Work in a standard office environment with potential for field visit conditions.
8. Work Environment and Schedule
1. Standard office hours, typically Monday through Friday.
1. Occasional evening or weekend hours may be required during peak periods.
1. Minimal travel for property visits or team meetings as needed.
1. On-call duties during service emergencies on a rotational basis.
9. Compensation and Benefits
1. $16 - $20 per hour, depending on experience and qualifications.
1. Eligible for performance bonuses based on customer satisfaction and scheduling efficiency.
1. Health, Dental, and Vision insurance coverage provided.
1. 401(k) retirement savings plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of inclusivity, professional growth, and teamwork.
1. We are dedicated to delivering exceptional service in the property preservation industry and encourage continuous learning and development.
1. Our collaborative work environment is designed to support your success while helping our valued customers maintain high property standards.
1. Join our team to be part of an organization that values innovation and a customer-first philosophy.
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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