
Our company is searching for experienced candidates for the position of customer
relations executive. 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 relations executive

Other duties or responsibilities as may be required to effectively and
efficiently respond to customer needs
Build professional rapport with internal and external customers by
demonstrating active listening skills to ensure mutual understanding of
customer's concerns/comments
Effectively communicate information, verbally, and/or in writing in a clear and
informative manner, and take appropriate ownership and accountability of
customer issues and concerns, minimizing the need for future contacts
Interpret, translate, explain, and provide applicable, accurate, and
appropriate information with respect to products and services, equipment,
policies and procedures, account status, marketing promotions and
campaigns, serviceability, service problems, and more, as the need arises
Analyze and solve problems regarding billing, service, sales, retention and
other issues
Build and support strong internal/external partnerships with other
organizations to resolve complex, escalated complaints
Provide follow through, tracking, and resolution information on all complex
escalated customer complaints in an efficient and timely manner
Eliminate repetitive occurrences of customer dissatisfaction through
reporting of data
Prepare consistent and professional customer correspondence to ensure
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Qualifications for customer relations executive

0-2 years of experience in e-mail, chat or inbound support
Ensure that all executive customer complaints are resolved efficiently,
effectively and consistently, maximising customer satisfaction and loyalty and
achieve the required performance standards
Subject matter expert on all forms of dispute resolution including a detailed
knowledge and understanding of FCA complaint handling obligations
Ensure that a full a thorough investigation is carried out on each FOS referral
to enable a quality response to be sent to FOS and feedback to the business
to drive improvement
Key liaison point on escalated complaint matters (Exec, Media, Legal) to
provide complaint advice and expertise
Cultivate and maintain relationships with the key teams Media, CCMU, Legal
and Compliance to ensure fast track resolution routes available for executive
complaints


