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Job Title Customer Service Representative 

Reports to Supervisors 
 

Job Purpose 

  

To provide exceptional customer service by answering inbound telephone calls and emails, collecting and 

documenting caller demographic information, and delivering accurate details to clients in a timely 

manner. 

 

Duties and Responsibilities 

 

• Responds promptly to inbound phone calls and emails from customers.  

• Screens incoming emergency calls per established protocols, determines appropriate disposition, 

and securely records callers pertinent call details for clients.  

• Accurately and efficiently logs call information into designated computer software applications.  

• Relays precise messages to recipients via phone calls, texts, or emails as required.  

• Safeguards the security and confidentiality of all sensitive information.  

• Fosters positive relationships with clients, co-workers, and callers through professional and 

cooperative interactions.  

• Upholds integrity in all job functions while delivering timely, respectful, and professional internal 

and external customer service. 

• Maintains attendance to each shift for duties with limited tardies, absences, etc.  Arrives prepared 

to work at designated starting times. 

• Efficiently schedule appointments in multiple clients scheduling software applications.   

 

 

 

 



Job Description 3/18/2025 
 

 
 

 

 

 

 

 

Qualifications 

 

• High School Diploma or equivalent.  

• Proficient computer and keyboarding/ 10 key skills.  

• Strong communication skills, with the ability to engage customers in an understanding and non-

judgmental manner.  

• Ability to remain composed and professional in challenging situations.  

• Capable of multitasking effectively.  

• Works well independently and collaboratively within a team-oriented environment.  

• Exhibits excellent organization and attention to detail.  

• Adaptable, with flexibility adjusting work hours to meet business needs. 

 

Working Conditions 

 

This position is based in a professional office environment and involves routine use of standard office 

equipment, including computers, phones, other electronics and cleaning supplies. 

 

Direct Reports 
 

This position has no Supervisory responsibilities. 


