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Weatherproofing - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a primary point of contact for customers in the weatherproofing industry. Schedule estimates, address inquiries, and manage follow-ups to ensure customer satisfaction and smooth service delivery. Support field operations by coordinating customer needs and facilitating communication between customers and the service team.
2. Essential Duties and Responsibilities
1. Schedule estimates and service appointments in a timely and efficient manner.
1. Address customer inquiries via phone, email, and in-person interactions.
1. Manage follow-up communications to confirm appointment details and gather feedback.
1. Maintain accurate records of customer interactions and service requests.
3. Key Tasks / Daily Activities
1. Answer incoming calls and emails to provide prompt assistance to customers.
1. Coordinate with field technicians to schedule and update service appointments.
1. Track and document customer interactions using CRM software.
1. Proactively follow up with customers to confirm estimates and gather post-service feedback.
4. Key Performance Indicators (KPIs)
1. Estimate scheduling accuracy: 98% on-time accuracy.
1. Customer callback resolution: <5% callbacks on initial contact.
1. Customer Satisfaction Rating: >4.8 stars.
1. Follow-up completion rate: 100% daily follow-ups completed.
5. Required Qualifications and Skills
1. Minimum of a high school diploma or equivalent.
1. At least 1 year of experience in a customer service or scheduling role.
1. Strong verbal and written communication skills.
1. Proficient in using scheduling and CRM software.
6. Preferred Experience
1. Experience in the home services or weatherproofing industry.
1. Familiarity with scheduling estimates and managing follow-ups in a service environment.
1. Prior work in a high-volume call center or customer service role.
1. Background in administrative support or operations within a similar industry.
7. Physical Requirements
1. Ability to sit and work at a desk for extended periods.
1. Occasional lifting of materials up to 20 lbs. as needed for document handling or equipment.
1. Must have the visual and auditory capacity to work in a moderate office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Moderate-paced office environment with potential brief field visits for scheduled appointments.
1. Occasional overtime or on-call duties during peak service periods.
1. Work in a collaborative, friendly atmosphere with a focus on customer engagement.
9. Compensation and Benefits
1. Base salary range: $40,000 - $50,000 USD per year, commensurate with experience.
1. Eligible for performance-based bonuses and commission structures.
1. Health, Dental, and Vision insurance coverage.
1. 401(k) retirement savings plan with company match benefits.
10. Company Culture and Overview
1. Committed to fostering a supportive and growth-oriented work environment.
1. Emphasizes continuous learning and professional development opportunities.
1. Values teamwork, innovation, and exceptional customer service.
1. Dedicated to making a positive impact in the weatherproofing and home services community.
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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