Example of Coordinator People Job Description
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Our growing company is searching for experienced candidates for the position of
coordinator people. To join our growing team, please review the list of
responsibilities and qualifications.

Responsibilities for coordinator people

o Oversee and implement reporting regarding top returned items

o Oversee sample pulls to correct any inconsistencies in product photography
such as color corrections

e Support the Operations Manager & Sr

e Own catalog proofing, including identifying issues, partnering with Buying
and Copy teams to make relevant corrections, updating systems to make
corrections, and relaying relevant information to the Contact Center

o Complete Operational Reporting to support the Operations Team

 Daily approval of all customer reviews

» Monitor and respond to all customer service issues via social media

e Manage new hire announcements’ process and logistics

* Maintain and update organizational charts and job descriptions

e Press Impressions
Qualifications for coordinator people

e Focus and strong desire to provide high quality customer service

e [T literate and fully conversant in the use of all Microsoft applications

» Enjoys uncovering issues and proactively investigates to propose the best
solution

e High school diploma or equivalent, AA, or some college experience preferred

e Lead the Rewards & Recognition program for the PFS-Home office
population






