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Our company is growing rapidly and is looking for a call. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for call

» Answer all incoming phone calls to the Help Desk in a timely fashion to
minimize caller hold time

e Undertakes key administrative responsibilities assists in planning and
producing live and/or pre-recorded radio shows which may include news,
music, talk, sports, traffic, and feature productions

e Answer and direct phone calls and respond to general email inquiries

 Provide daily relief coverage & support

» Receive emergency calls & send out ERT management pages

o Data entry and other administrative duties as assigned

e Answer incoming calls from customers calling to schedule service
appointments

e Schedule service appointments for four major dealership brands

e Direct complex questions to appropriate service department representative
for assistance

e Answer basic service questions

Qualifications for call

1+ year of previous experience in a Call Center

Route calls to appropriate level of support

Working knowledge of computer terminology

Strong Customer Service perspective






