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Position
Customer Service Representative

Reports to


Customer Service Manager
___________________________________________________________

Company Vision

“We will be the very best foodservice distributor by being innovative and responsive to the interest and continued success of our customers, which in turn will provide for the success of our co-workers, suppliers and community”
Overview 

The primary responsibility of this role is:
· Maintain all service aspects in your sales area to ensure your customers receive a high level of customer service.

Functional Relationships

· Sales Manager, Sales Teams, Purchasing Staff, Despatch and Delivery Staff, Stores Staff, Operations Manager, General Manager
Key Responsibilities
· Answering incoming calls and emails promptly and professionally.

· Resolving customer issues and complaints with empathy and efficiency.

· Keying in orders accurately and ensuring timely processing.

· Collaborating closely with the sales team to support customer needs.

· Coordinating with drivers for timely deliveries and pickups.

· Liaising with purchasing and warehouse staff to manage inventory and logistics
General

· Assist other staff with other sundry duties as directed by your manager.

· Maintain a high standard of dress and grooming so as to represent a professional company image to visitors.
Health and Safety

· Under the Health and Safety in Employment Act 1992, you are obliged to take all practical steps to ensure your own safety at work and to ensure the safety of all other persons in the workplace.
· Ensure that the Safety Officer is advised of any new accidents, incidents or hazards identified immediately. Report any health and safety concerns to the Safety Officer.
