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DELL VOSTRO 3650 MT DESKTOP

Intel(R) Core(TM) 13-6100 Processor (3M Cache, 3.70 GHz)
- Intel H110 Chipset
Dell E Series E1918HY 18.5" Wide Screen Monitor

v
w

4GB DDR3L 1600MHz RAM
500GB 7200 RPM HDD
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OFFER

DVD+/-RW Drive

Windows 10 Pro - 64 bit

Dell Wireless Driver 802.11bgn
& Bluetooth 4.0, 2.4 Ghz
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Dell USB Keyboard
Dell Optical Mouse
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CUSTOMER SERVICE MANAGER

General Duties

Reporting to the Manager, Customer Service, the Customer

Service Specialist is responsible for ensuring all client inquiries
are dealt with and processed on a timely basis and i in gccordance

with the company’s policy.

Primary Duties
Answering incoming calls on the customer service queue

¢ identify and solve inquines in a timely fashion
* Follow-up with client to confirn resolution customer satisfaction

Processing various requests received by phone
@ Identify and process request in a imely fashion

+ Confirmation of progessed request to client In a timely fashion
Coaching new Customer Service Representatives
@ Aid new Customer Seyvice Representatives in Leaming the

department’s policies and procedures through job shadowing.

Back up the Customer Service Administration team

When requird

+ Processing various requests received by fax, mall and emalil
# Complete special projects as assigned by Manager, Customsr

Service

Ideal Skills/Qualifications: :
¢ You have stiong communication skills, both written and verbal
+ Excellent telephornia manner
¢ You have a proven customer servics focus
v ﬁahilify fo resolve problems

with customers.
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