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Job Description
Job Description For:		CSR Night Office Coordinator,
				Bidfresh Christchurch 
Position:			Customer Service Representative
Reports to:                                 Office Manager, Assistant Manager, General 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”

Branch Core Values
· Respect
· Trust
· Loyalty
· Integrity

Key Responsibilities 
The key responsibility of this role is to provide excellent customer service to
Bidfresh customers, while maintaining high levels of accuracy when keying orders.

Primary Objectives  
· Engage with all customers utilising exceptional communication skills to
strengthen customer relationships and the brand image
· Respond to customer calls, including but not limited to keying phone orders, answering customer enquiries, dealing with issues raised and managing the resolution through to the natural end.
· Processing credits when required, attaching customer information to invoices. 
· Key any email orders that come through and ensure all email orders are cleared by the end of your shift.
· Manage/action the tasks allocated or prioritised to you through the shared inbox.
· Demonstrate competence in the use of Real-time, Bidchat, and Dialpad,
· [bookmark: _GoBack]Demonstrate a high level of understanding of food products
· Coordinate Delivery run sheets and spot check specific customer orders
· Liaise with Night shift supervisor regarding product recalls and customers needs
· Willing to be trained as the night shift Food safety & Health and Safety respective


Team Participation
Actively engage and support a team culture of collaboration.
Provide back up support for team members when required.
· Support and participate in team building and development opportunities.
· Be a role model for the Bidfood values, culture and expected behaviours at all
times.

Additional Responsibilities
· Assist other staff with sundry duties as directed by your Manager. Sundry activities include, but are not limited to
· Out of stock reporting to customers/late trucks advice to drivers.
· Keeping customer information updated
· Up skilling- ensure you are able to efficiently use Microsoft Excel and Word to analyse reports, or create letters and spreadsheets.
· Ensure the utilisation of workplace training programmes. This includes product knowledge.
· Provide product training, induction and systems support to other colleagues
as required. 

Key Performance Indicators
Your individual performance will be measured against the following criteria
· Calls, emails, data entry are handled efficiently and within average times, to ensure the abandonment rate is kept to a minimum.
· All reports are checked at scheduled intervals to ensure orders are correct and of good quality.
· Zero negative feedback from customers due to phone etiquette.

Office Stock  
· Assist with company stocks of basic office needs, A4 paper, Tea Coffee and cleaning equipment. 
· Basic office and staff room cleaning may be requested at times. 

Food Safety
· As per your Employment Agreement, ensure that you maintain the highest levels of food safety.  
· Observe Company policies on personal hygiene, wounds and infectious illnesses.
· Ensure cleaning duties are performed as per section 8041 of the Food Safety Manual.
· Always maintain a high standard of dress, grooming and hygiene. 

Time Management 
· Ensure that you are at work on time and ready to start your shift.
· All tasks are completed within given time, and updates communicated effectively where necessary.
· Ensure that your Supervisor and or Manager is notified of any absence due to sickness and or any other reason. 



Health & Safety 
Under the Health and Safety at Work Act 2015 you are obliged to:
· Take reasonable care of your own health and safety, including reasonable
care that others are not harmed by something you do or don’t do.
· Follow reasonable health and safety instructions given by anyone at Bidfood,
as far as you are reasonably able to.
· Cooperate with any reasonable Bidfood business policy or procedure relating
to the workplace’s health and safety.
· Ensure that all accidents, injuries near misses or hazards that occur at work
or that affect your work are reported as soon as possible to your Supervisor/Manager or branch Health and Safety Coordinator.

Other Duties
· Assist with any other reasonable duties as directed by your supervisor/manager

I accept this position and its accountabilities and I agree to use the systems, to meet the standards and to produce the stated outcome.




Signature:		______________________________________________



Date signed:		______________________________________________
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