
JOB DECRIPTION
Title:
 

Customer Service Representative
Reporting 
Relationships: 

Reports to General Manager and CEO.

Qualifications: 
Must possess a friendly, positive attitude and organizational skills, as                              this position represents the image of Reproduction Enterprises, Inc to callers and  customers.

Ability to operate a multi-line telephone system in an efficient and professional manner.

Communicate pleasantly with the public.

Excellent verbal and written communication skills.

Must maintain a high level of confidentiality.

Knowledge of computers required.

Working 
Relationships: 
Since this position requires a great deal of people interaction,   must maintain excellent rapport with members of the REI staff as well as the public in general.
Customer Service Representative will ensure that all customer related issues are dealt with in a positive and prompt manner. 
Essential Job
Functions:
Daily Activities: 
· Assisting customers- both in person and over the phone.
· Taking orders

· Pulling orders

· Verifying orders

· Phone communication – 2nd behind the Director of First Impression 

· Daily Deposits – 

· Checks

· Credit cards

· Cash

· Scheduling – Incoming bulls and other events related to the bull stud division

· Checking in incoming bulls (animals into stud division) – including completing the contract and assigning the animal a code.
· Assist Shipping Department – Including pulling, verifying, and packaging shipments. 
· Filling tanks with Nitrogen (including customer tanks) 
Weekly Activities:

· Filing –  
· Receipts

· Invoices

· Adjustments
Monthly Activities:

· Customer Account Maintenance –  including but not limited to: 
· applying credit holds

· taking accounts off of credit hold

· applying prepayments

· account clean ups
· Transfer Semen Storage – Transferring semen from one customer account to another customer account.
· Final Notice and Delinquent Account Maintenance – prepare final notices and take action on delinquent accounts.

· Newsletter – create and prepare the monthly newsletter to be sent with statements.
As needed:

· Nitrogen Route – 
· Assist the person running the nitrogen route in maintaining the nitrogen route accounts 
· Informing customers when we will be running the nitrogen route 
· Making sure that any semen or supplies is ready to be taken on the nitrogen route 
· Invoice the customer for the nitrogen route. 

· Maintaining Inventory Control and resolving any issues.

· Be able to cover job responsibilities for the shipping manager, receptionist, and caning personnel.

· Training New Employees

· Taking Releases

· Taking payment – in person and over the phone
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