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Window Cleaning - 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 customers, ensuring a seamless experience from inquiry to service execution. Support and coordinate commercial window cleaning jobs to uphold high standards of service quality and customer satisfaction. Enhance operational efficiency by accurately scheduling jobs and promptly addressing client inquiries and service updates.
2. Essential Duties and Responsibilities
1. Schedule cleaning jobs and manage the calendar to maximize resource utilization and service efficiency.
1. Address and resolve client inquiries, concerns, and service updates professionally and in a timely manner.
1. Coordinate with cleaning teams to ensure job details are accurately communicated and executed.
1. Maintain accurate records of customer interactions and service changes.
3. Key Tasks / Daily Activities
1. Monitor and update service schedules to reflect any changes or cancellations.
1. Handle inbound customer calls and emails with attentiveness and professionalism.
1. Communicate with field technicians to relay updates and confirm job details.
1. Follow up with customers post-service to ensure satisfaction and address any additional needs.
4. Key Performance Indicators (KPIs)
1. Customer Satisfaction Rating: >4.8 stars.
1. Job Schedule Accuracy: 98% on-time job starts.
1. Response Time to Client Inquiries: <2 hours.
1. Reduction in Service Update Errors: <5% error rate.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. 1-2 years of customer service or administrative experience, ideally in a service-oriented environment.
1. Proficiency in scheduling software and CRM systems.
1. Excellent communication and organizational skills.
6. Preferred Experience
1. Experience in the home services or facility maintenance industries.
1. Familiarity with commercial window cleaning operations.
1. Prior exposure to coordinating multi-location service schedules.
1. Background in a fast-paced customer service role.
7. Physical Requirements
1. Ability to sit for prolonged periods while performing administrative tasks.
1. Occasional light lifting (up to 20 lbs) for handling documentation or equipment.
1. Minimal exposure to various environmental conditions during on-site visits.
1. Regular use of computers and telecommunication devices.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional after-hours or weekend availability during peak service periods.
1. Primarily office-based with occasional visits to job sites.
1. Minimal travel required to support field operations.
9. Compensation and Benefits
1. Hourly Rate: $16 - $20 per hour, commensurate with experience.
1. Bonus or commission structure based on performance and customer satisfaction metrics.
1. Health, Dental, and Vision insurance benefits.
1. 401k retirement plan with company match.
1. Opportunities for advancement and professional development.
10. Company Culture and Overview
1. We are a dynamic and forward-thinking company dedicated to delivering exceptional service experiences and fostering a supportive and inclusive work environment.
1. Our culture encourages innovation, continuous learning, and personal growth, enabling each team member to contribute to our success and be recognized for their achievements.
1. We promote collaboration, respect, and a commitment to excellence that drives our operations and customer interactions.
1. Join us to become a valued contributor in a company that celebrates both individual and collective 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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