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[bookmark: example-of-call-center-rep-job-description]Example of Call Center Rep Job Description
Our company is looking for a call center rep. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-call-center-rep]Responsibilities for call center rep
· Proficient in the operation and use of IOS, Smartphone, Tablet, PC or Mac technology
· Maintain open communication with supervisor through sharing and accepting suggestions and ideas
· Basic knowledge of compliance and regulatory issues
· Willing to be flexible to provide necessary coverage for peak periods, vacations, holidays
· No Cold Calling - these are pre-existing customers who have a quote with COMPANY or have asked us to call them directly to receive a quote
· Determining the status of multiple items and orders
· Schedule field service repair calls
· Document records of returns and schedule or product changes
· Utilize written communication skills accurately/appropriately when composing telephone encounters in MiChart composition, grammar, spelling, punctuation, sentence structure
· Demonstrate understanding of Urology Call Center phone statistics
[bookmark: qualifications-for-call-center-rep]Qualifications for call center rep
· Completed Bachelor's degree highly preferred
· Must have solid employment history
· Feel comfortable making cold calls
· Reports all safety violations/issues in a timely manner
· Ensures all call center perimeter doors remain closed and are never propped open
· Prolonged/extensive sitting
