Job Description
Position: Customer Service Support
Reports to: Customer Service Supervisor 

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 to support the Customer Service Team in delivering efficient and accurate service to customers. This includes assisting with inbound and outbound communications, processing customer orders, managing emails and shared inbox tasks, and providing general administrative support. The role plays a key part in ensuring smooth day-to-day operations, maintaining service levels, and enabling the team to meet customer and business expectations.

Key Responsibilities
Customer Service
· Provide excellent customer service across phone, email, and online platforms.
· Accurately key customer orders received via phone and email within required timeframes.
· Respond to customer enquiries, resolve issues, and manage queries through to completion.
· Maintain strong customer relationships through professional communication and responsiveness.

Team Participation
· Actively contribute to a collaborative team culture.
· Provide support and backup to team members when required.
· Participate in team development activities.
· Role model company values and expected behaviours.

Additional Responsibilities
· Assist with: 
· Out-of-stock notifications and delivery updates
· Customer communications
· Support stock take processes and recounts when required.
· Undertake other reasonable duties as directed by management.
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Food Safety
· Adhere to all Food Safety requirements under the company’s Food Control Plan (FCP).
· Maintain high standards of hygiene, grooming, and workplace cleanliness.
· Report any non-conformances in accordance with procedures.

Health & Safety
Under the Health and Safety at Work Act 2015, you must:
· Take reasonable care of your own health and safety and that of others
· Follow all company health and safety instructions and procedures
· Report all hazards, incidents, and near misses promptly

Time Management & Attendance
· Be present and ready to start work on time.
· Complete all assigned tasks within required timeframes.
· Communicate any delays, issues, or absences appropriately.

Other Duties
· Perform any other reasonable duties as required by your Supervisor or Manager.

Acknowledgement
I accept this position and its accountabilities and agree to meet the required standards and expectations.
Signature: ___________________________
Date: _______________________________

