Example of Customer Care Team Job Description
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Our company is looking for a customer care team. 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 customer care team

e Customer modification requests

e E-commerce Order processing

e Segregation of documents, faxes

e Segregation of folders and documents on a shared drive

e Credit and rebill

e |O/0Q folder preparation

¢ Running invoice batch

e Customer survey and Wellness call

e Manage, coach and motivate staff members to achieve high performance

 Serve as an escalation point and information source for AROC Operations
staff, Network Agents and Business Operations, with regard to existing and
new country information, complaints and provide support for all new product
introductions

Qualifications for customer care team

e Work experience with processes and process tools

e A minimum of 3 years related administrative/Supervisory experience required

e Internet - basic

e High school graduation or equivalent AND two years of full-time clerical
experience OR equivalent education/experience

e Fluent in English (CEFR C2 level)and understanding culture of the serviced



e Professional, emotionally mature and ethical, strong interpersonal skills and
ability to work well with a broad range of personality styles and types



