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Windows & Doors - 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 frontline representative for our Windows & Doors services, ensuring prompt and efficient handling of client inquiries and appointment scheduling. Enhance the overall customer experience by offering timely support, accurate information, and reliable communication. Contribute directly to business growth and customer retention by supporting seamless day-to-day operations.
2. Essential Duties and Responsibilities
1. Answer client calls, providing courteous and knowledgeable assistance.
1. Schedule appointments for windows and doors installations, repairs, or consultations.
1. Address and resolve customer inquiries, concerns, and service issues promptly.
1. Maintain accurate records of customer interactions and appointments.
3. Key Tasks / Daily Activities
1. Manage a high volume of inbound customer calls with a focus on quality service.
1. Utilize scheduling software to allocate appointments efficiently across service teams.
1. Follow up with clients to confirm appointment details and pre-service requirements.
1. Collaborate with team members and management to identify and resolve customer service challenges.
4. Key Performance Indicators (KPIs)
1. Call Response Time: 95% of calls answered within 30 seconds.
1. Appointment Scheduling Accuracy: 98% error-free bookings.
1. Customer Satisfaction Rating: >4.8 stars based on post-interaction surveys.
1. Callback Resolution: <5% callbacks required for unresolved issues.
5. Required Qualifications and Skills
1. High school diploma or equivalent required.
1. 1-2 years of customer service experience, preferably in a home services environment.
1. Excellent verbal and written communication skills.
1. Strong proficiency with scheduling software and customer management systems.
6. Preferred Experience
1. Previous work experience in the windows and doors industry or a similar home services sector.
1. Experience working with CRM systems to manage client communications.
1. Demonstrated ability to manage multiple tasks and priorities simultaneously.
1. Exposure to upselling and cross-selling techniques within customer service roles.
7. Physical Requirements
1. Ability to work at a standard desk environment with moderate computer use.
1. Minimal lifting required (occasional materials like product brochures).
1. Normal visual and auditory abilities to effectively handle phone communications.
8. Work Environment and Schedule
1. Standard office environment with a quiet work area conducive to focused customer interactions.
1. Typical working hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional requirement to extend hours during peak periods.
1. Limited travel requirements; primarily office-based.
9. Compensation and Benefits
1. Hourly rate range: $15 - $20 per hour, based on experience and performance.
1. Performance-based bonus structure available quarterly.
1. Comprehensive health, dental, and vision insurance available.
1. 401(k) plan with company match and additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We foster a supportive, growth-oriented environment where every team member’s contribution is valued.
1. Our culture promotes continuous learning, innovation, and a commitment to exceptional customer service.
1. We encourage transparent communication, collaboration, and career progression opportunities for all employees.
1. Our focus is on building lasting relationships with both our customers and our team.
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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