
 
 

CAREER OPPORTUNITY 
 
POSITION TITLE:   CUSTOMER SERVICE REPRESENTATIVE  
  
REPORTS TO:    Customer Service Manager  

  
SUMMARY  
The ideal candidate will be able to multi-task while providing exceptional customer service. They will serve as the first 
point of contact for the company.  They must interact with customers, co-workers and suppliers in a friendly, helpful and 
efficient manner. Excellent phone etiquette and verbal and written communication is a must. The candidate is expected to 
comply with company policies and procedures. Most important, they are expected to contribute to the ultimate success of 
the company. 
  
DUTIES AND RESPONSIBILITIES  
 

 Greet and assist visitors to the office, such as customers and vendors 

 Answer the phones and process calls and messages 

 Process new orders and reorders in an accurate and timely fashion, directly from customers or the sales 

representatives 

 Record and distribute customer order changes 

 Email order confirmations to customers in a timely manner 

 Open and distribute company mail 

 Be able to complete certain accounting and bookkeeping functions 

 Handle customer questions and complaints, and follow-up with the appropriate internal personnel 

 Place purchase orders for materials and supplies used in production in a timely manner 

 Process daily billing and other functions as needed 

 Maintain all customer files 

 Assist the sales team as needed 

 Track warehouse items to insure availability and agreed upon minimum/maximum levels 

 Analyze monthly demand and stocking requirements for customers 

 Contribute to meeting company sales goals 

 Keep track of the whereabouts of key personnel and process their calls and messages 

 Provide back-up support for the Customer Service Manager 

 Additional duties and responsibilities as assigned by management 

 
 

 



EDUCATION and/or EXPERIENCE  
High school diploma or GED REQUIRED 
Candidates are PREFERRED who offer the following:  

Experience working in a manufacturing environment  
Computer data-entry experience  
Experience in the corrugated box industry  
Experience in a print or finishing operation  
  

LANGUAGE SKILLS   
Excellent communication skills.  Ability to read and interpret documents such as sales reports, operating instructions, and 
training and procedure manuals.  Ability to write routine reports and correspondence.  Bi-lingual is a plus.      
  
MATHEMATICAL SKILLS   
Ability to add, subtract, multiply, divide in all units of measure. Compute rates, ratios, and percentages and calculate 
figures and amounts such as discounts, costs, proportions, and volumes.      
  
REASONING ABILITY   
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram (graphic) 
form. Ability to solve a variety of problems and deal with a variety of situations where only limited information or 
standardization exists.    
  
TECHNICAL SKILLS  
Application knowledge of products and production processes  
Quality standards – both ISO and QS  
Application knowledge and skill for computer data entry  
Skilled using Microsoft products such as Windows, Office and Outlook 
  
PHYSICAL DEMANDS  
Employee is regularly required to walk, talk, hear, stand and sit. Vision requirements include: close vision, distance 
vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  
  
WORK ENVIRONMENT  
While performing the duties of this job, the employee is typically in an office environment, although you do go back into 
the manufacturing plant every now and then. Dress is business casual. 
  
PERFORMANCE MEASUREMENTS  
 
Operating standards - The employee will need to meet or exceed the Operating Standards set in the area of sales and 
customer service. Such standards will be set annually and communicated to the representative.  
  
Personal growth - Each year there will be professional goals developed and agreed to by the representative and the 
supervisor.  
  
Employee relations – The employee will be evaluated regarding behaviors associated with appropriate human interaction, 
respect and communication.  
  
Creativity - This will be evaluated by how active the employee is in participating in advancing the business through new 
and innovative ideas. The employee is expected to be active in advancing the business through new and innovative ideas.    


