Part Time Receptionist/
Customer Service Representative
POSITION SUMMARY:

Receptionist/Customer Service Representative will be the first person to greet our valued Customers.  The primary function of this position is to answer a multi-line phone system with a high level of accuracy.  Other duties include but are not limited to providing Customer Support via telephone, email and in person, entering daily payments, data entry, filing and other clerical tasks.  Position will also require fielding inbound residential sales inquiries.
QUALIFICATIONS:

· Must be extremely Customer and detail oriented
· Must have the ability to work in a fast paced environment
· Knowledge of Microsoft Word and Excel is required along with strong general computer skills
· Must have the ability to work on your own as well as part of a team
CERTIFICATES, LICENSES, REGISTRATIONS:

Valid Drivers License and maintaining insurability under the Company’s policy
HOURS:

This position is part time with hours from 12:00 PM to 5:30 PM Monday through Friday.
