Job Title
Customer Service Representative
Primary Function:

To provide excellent service to Liberty Sport & Switch Vision customers through answering customer questions, inquiries, complaints, etc. as well servicing by providing / explaining the value-added benefits being a Prevention Center accounts as well as utilizing the lab services via the complete sport RX.
Secondary Function:

· Data entry of faxed orders
· Voicemail and the returning of calls on the general voicemail

· Return abandoned calls

· Servicing open and assigned accounts with weekly calls 

· Assist with handling on-line orders

NOTE: CS duties are not limited to the aforementioned and LS reserves the right to change as needed.

Qualified candidates must have the following core competencies:

· Self-motivated
· Articulate

· Must have the ability to work as a team as well as independently
· Must have the ability to multitask in a fast paced environment
· Proficient in the English Language

· Confident

· Dependable

· Enthusiastic

· Professional

· Ability to understand the company and product(s) and sell with conviction

· Possess Excellent follow-through and follow-up; where applicable
· Must be willing to be trained and learn

· Quick learner

Job Qualifications:
· Proficient in Microsoft EX, Outlook, Excel
· GED required
· College Preferred
· 2 Years’ Experience in Customer Service and Sales
Duties and Responsibilities 
·  Interact with customers and provide information in response to inquiries about products and services.

·  Handling and resolving customers’ questions, inquiries, complaints or requests.
· Verify & Confirm clients’ account information to maintain current data within the Salesforce. 
· To make diplomatic decisions as it relates to handling an irate customer and forward to Management where applicable after trying best to resolve.
· Assisting clients with opening accounts (Buying Group/Direct accounts)

· To send information to service our clients through brochures, email, fax and, telephones.

· Gather information for credit card payments 
· Up sell using/referring to daily/monthly metrics set by Mgmt.
· Enter customers’ orders as well as sales orders from reps when applicable
· Knowledgeable of Determining Lab status i.e. (BSC, finishing, surfacing, frame to come etc.) within various Liberty Sport lab network(s)
· Obtain updated account email addresses and fax numbers

