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Our innovative and growing company is looking to fill the role of order. If you are

looking for an exciting place to work, please take a look at the list of qualifications

below.

Responsibilities for order

Research any delivery and/or invoicing discrepancies and work with the
customer on a resolution, may include issuing credits and handling returns
Proof other Customer Service Representative’s orders for mistakes

Establish close working relationships with internal stakeholders and
customers, understanding their business and how we can add value

Assist customers on resolutions related to products availability issues
Maintain appropriate controls and documentation to ensure SOX compliance
Willing to work occasional weekends and extended hours during the work
week as needed and be flexible to schedule changes

Able to continuously evaluate and identify opportunities to drive process
improvements that positively impact the customer experience

Perform other duties as assigned by the Customer Service Manager to ensure
a positive customer experience

Enter orders into the computer using customer provided information

Gather necessary information to complete the customer’s order and enter
into the system

Qualifications for order

Seen as trustworthy and truthful by others

Demonstrates the ability to understand and meet the needs of customers
Close adherence to policies and procedures
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