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Job Description

Position	Customer Service & Sale Representative


Reports to			General Manager
___________________________________________________________________________

Overview 
[bookmark: _GoBack]The functions of this role encompass all aspects of inbound customer service and outbound sales support to ensure an excellent level of customer service is achieved at all times.


Key Responsibilities 

Customer Service
· To learn and be aware of all customers and go the extra mile in the level of service and care relating to all aspects of their interaction with our business
· To consistently have a great phone manner maintaining a high standard of call handling
· To process all online and telephone orders
· To actively cross sell, by offering substitutes whenever a customer requests a product that is currently out of stock or otherwise unavailable
· Report out of stock products to customers and inform customers when deliveries are running late
· To take ownership of any project type task assigned to you. 
· To manage all short stock incidents wherever required with complete accuracy and without delay and advise requirements to sales team
· To manage all standing orders with complete accuracy
· To regularly check and clear voicemail 
· To accurately assess customer/driver credit request information and complete credit/pick up request form or complaint forms
· Be an expert at troubleshooting and be able to pivot to reach the best outcome for our customers


Sales Support
· To manage a sales call cycle and identify gaps to sell into
· To maintain BidIQ for customer information and sales data
· To provide a high level of engagement and support to customers
· Ensure that a selection of promotional products or specials are offered to all customers 
· Support the sales team with order entry, quaotes and account management
· Provide product information, pricing and availibilty updates.
· To announce your sales successes so that we can celebrate with you


Admin
· Maintain documentation for orders, invoices and credits
· Assist with reporting and data entry as required.
· Support the Administration Manager’s role in their absence
· Attend meetings and training as directed
· To provide assistance with other sundry duties as directed
· Accurately manage ordering of select lines for national customers and other non-market stock products

Skills & Attributes
· Strong communication and interpersonal skills.
· Excellent attention to detail and accuracy.
· Ability to multitask and work in a fast-paced environment.
· Proficiency in MS Office and experience with ERP systems (preferred).
· Knowledge of fresh produce industry (advantageous but not essential).

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 


Food Safety
· Bidfood has a HACCP based Food Control Plan (FCP), developed to meet the legal requirements of the Food Act 2014 and other Food Safety requirements
· You are responsible for following Bidfood’s Food Safety requirements under the FCP Please see the branch Food Safety coordinator for a copy of the FCP
· You must immediately report irregularities or non-conformances using the standard operating procedure defined in the FCP
Page 2 of 2

image1.jpeg
(Bid

Passionate about service




