Job Description

Customer Service Representative II


	Company Name
	

	Employee Name
	     

	Reports to: 
	V.P./Production

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Basic Function:

Monitoring incoming jobs from start to finish meeting quality standards and deadlines. Assisting outside sales representatives.
Characteristic Duties and Responsibilities:


* Enter customer orders into the PSI system following procedures. Check all information received from the customer for accuracy and completeness. Collect all necessary information from customer and previous job to complete the job.

* Communicate with customer or Sales Representative to avoid errors or guess work.

* Schedule jobs to meet customer’s expectations. Traffic jobs to ensure deadlines will be met. Inform customer and Sales Representative of any changes in delivery dates.

* Provide in-house support for outside Sales Representatives.

* Provide assigned accounts with quotations and billing information.

* Initiate and quote change orders as required, keep job ticket information complete, accurate and current.

* Regularly monitor cost reports of larger jobs to ensure costs stay within quoted dollar amount.

* Inform customer of any additional costs.

* Quality control final proofs to assure they meet customer requirements.

* Neatly pack and ship completed job and supporting materials to customer.

* Make follow-up call to customer regarding shipping information and other information.

* Review "Out on proof" job folders daily and put complete into billing.

* Complete billing on a daily basis and forward tickets to Accounting.

* Answer phones as needed.

* Monitor activity and orders through storefronts.

* Maintain inventory of shipping materials and supplies and Job Tickets.

* Maintain clean, neat and orderly workstation. Also, keep customer service area, viewing areas shipping department neat and clean.
Desirable Education and Experience:


* Customer service in printing or prepress industry preferred

Skills, Knowledge and Abilities::


* Customer oriented

* Self starter

* Organized

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



