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Window Cleaning - Customer Service Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is primarily responsible for scheduling window cleaning jobs, promptly answering customer inquiries, and efficiently resolving concerns to ensure a positive customer experience. The CSR serves as the critical communication bridge between customers and service technicians, ensuring every interaction enhances overall service satisfaction.
2. Essential Duties and Responsibilities
1. Schedule and coordinate window cleaning appointments with accuracy and efficiency.
1. Respond quickly to customer inquiries via phone, email, and online platforms.
1. Resolve customer concerns and follow-up to ensure full resolution and satisfaction.
1. Maintain accurate records of customer interactions and scheduled jobs.
1. Collaborate with field teams to communicate specific customer needs and service details.
3. Key Tasks / Daily Activities
1. Manage daily scheduling of window cleaning appointments using the company software system.
1. Handle incoming customer calls and emails, providing relevant information regarding services and scheduling.
1. Troubleshoot and resolve scheduling conflicts and service inquiries on the spot.
1. Update the job tracking system with real-time information to ensure seamless service delivery.
1. Follow-up with customers after service completion to collect feedback and ensure satisfaction.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. Callback Resolution Rate: <5% for unresolved issues.
1. Appointment Scheduling Accuracy: 99% accuracy.
1. Average Response Time: Less than 1 minute for incoming inquiries.
5. Required Qualifications and Skills
1. Excellent verbal and written communication skills.
1. Strong customer service orientation and problem-solving abilities.
1. Proficiency in using scheduling software and basic computer applications.
1. Ability to multitask effectively in a fast-paced environment.
1. High school diploma or equivalent; additional certification in customer service is a plus.
6. Preferred Experience
1. Prior experience in a customer service role within the home services or cleaning industry.
1. Familiarity with window cleaning service procedures and scheduling demands.
1. Experience using customer relationship management (CRM) software.
1. Background in operational support or field service scheduling.
7. Physical Requirements
1. Ability to work at a standard desk environment for extended periods.
1. Minimal lifting requirements; occasional light lifting up to 10 lbs is acceptable.
1. Comfortable working in a mixed environment that may include both indoor and outdoor settings.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM – 5:00 PM.
1. Occasional flexibility required for extended hours during peak service periods.
1. Minimal travel expected, limited to occasional cross-location coordination.
9. Compensation and Benefits
1. Competitive salary range: $14 - $18 per hour based on experience.
1. Performance bonuses based on customer satisfaction and scheduling efficiency.
1. Health, Dental, and Vision insurance coverage.
1. 401(k) retirement plan with company matching contributions.
1. Additional fringe benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are an inclusive, growth-oriented company that values innovation, excellence, and customer dedication.
1. Our mission is to provide outstanding service with a friendly, supportive environment that promotes personal and professional growth.
1. We emphasize teamwork and encourage our employees to share ideas that drive our success.
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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