
Our growing company is looking for a customer service professional. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look
forward to reviewing your resume.

Responsibilities for customer service professional

Review inbound inquiries and route them to the appropriate sales team
Receive inquiries from customers from various sources (phone and email),
answer questions and/or resolve individual problems
Coordinate and develop customer relationships by handling customer
inquiries on such topics as My Home, invoicing, label and inspection, ,
opening new projects and supporting a smooth communication between
customers and UL departments
Collect customer product information, identify the industry that will perform
work, and communicate completion time commitments
Prioritize customer needs, determine any special requirements, and obtain
required information and samples to open the project
Organize customer information by classifying and segmenting the customer,
entering new or updated information into database, , using the Customer
Relationship Management (CRM) system
Assemble all required reports and documents to be sent to the client in a
complete package, measure and monitor customer satisfaction through
customer satisfaction reviews, follow up on concerns, inform customer of the
certification, and closing the project
Actively participate in teams to continuously improve and drive quality into
UL’s service to the customer
Delivering the 'Gold Standard' of service for every customer engagement
Managing an array of inbound calls from our business customers

Example of Customer Service Professional Job
Description
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Effective oral, phone, and written communication skills
Ability to work under stress and pressure and respond to inquiries with tact,
diplomacy and patience
Higher Secondary Education (High School Diploma) and generally one year of
customer service or sales experience
Minimum 3 year proven success in a fast paced customer service position
Experience in a similar industry where you managed a significant sku base
and product knowledge was extremely important (Manufacturing,
automotive)
Associates degree required or 2 years of college preferred


