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Company: Lavelle Industries 

Description



Customer Service Representative – Inside Sales
The Position 

Lavelle Industries is looking for a Bilingual Customer Service Representative to support its Burlington headquarters.  This position is under the direction of the Customer Service Manager, and will support our Customer Service, Administrative, Operations, and Sales Teams.  
Responsibilities will also include:

· Build and maintain strong, positive customer relationships

· Enter customer orders with a keen discipline for attention to details

· Communicate with customers, consumers and colleagues in an appropriate, effective and friendly manner – written and oral

· Research and resolve customer-specific issues

· Identify, develop and implement process improvements to ensure superior customer experiences

· Maintain data regarding customers and products; analyze metrics and initiate process improvements to ensure long-term customer satisfaction

· May generate quotations paying particular attention to timeliness and completeness

Requirements
The successful Customer Service Representative candidate will have:

• High School Diploma plus experience is required; Associates Degree or Bachelors Degree preferred 
• A minimum of 2 years of customer service experience in a manufacturing environment.

• Bilingual in English/Spanish highly preferred!

• Knowledge of sales cycle from quotation to complaint resolution

• Excellent verbal communication, business writing, and interpersonal skills are a must.

• Strong skills and experience using Microsoft Office programs.

• Strong initiative and desire to work in a team-oriented environment.  Must be a self-starter with excellent time, and project management skills.  Excellent organization and follow-through skills.
Company offers a casual workplace with career growth opportunity and an excellent health benefits package, including 401(k) with employer match, bonus, profit sharing, tuition reimbursement, and flextime.  

Resumes can be submitted via email to csrrecruiter86@gmail.com
