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JOB DESCRIPTION
	Job Title
	Customer Service Assistant 

	Responsible to
	Customer Service Managers 

	Responsible for
	Upholding Highfield’s high standards of customer service



[bookmark: _Toc77596829]JOB PURPOSE
Represent our family business by offering the very best level of friendly and efficient customer service to all our customers. Build a lasting rapport with our long-standing customers and new customers alike. Be the main point of contact for all customers, promoting the Company’s excellent products and services.   
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Offer friendly and efficient guidance to both internal and external staff and customers.

Support inbound callers with their enquiries professionally and accurately.  

Maintain a good knowledge of our products and services for our customers’ benefit.

Input order data accurately to ensure efficient processing of customers’ requests. 

Actively engage in the development of new projects within the company.

Work closely with other departments to ensure our customers’ experiences are second to none.
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KEY COMPETENCIES
Enthusiasm and determination to offer excellent customer service.

Attention to detail to ensure accuracy and efficiency in all tasks.

Excellent listening skills to help you gauge and address our customers’ needs.

Maintain a detailed knowledge of the company’s exciting products and services.

A willingness to be a part of a diverse, close-knit team. 

Confidence with our IT systems.

Great written and verbal communications. 
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[bookmark: _Hlk93415306]We are a customer-driven family business that delights in offering the very best level of service. We all work hard to ensure we uphold our excellent reputation and welcome new team members with the same drive for perfection.  
Efficiency and accuracy are vital to making our customers’ experiences with us memorable and we always look for people with an eye for detail.
Our industry is always evolving, and we produce new products and services all the time. By offering our customers a sound knowledge of our services we can ensure they have the best options available for their businesses.
Excellent communication skills help us convey information to our customers efficiently and accurately. Great verbal and written skills are essential to building great relationships with our customers. 
We all work very hard to ensure requests and enquiries are dealt with on time and punctuality in the role is vital to maintain the great team dynamic.
Confidence with our systems and processes ensure swift responses and maintain our excellent levels of accuracy.
The role of Customer Service Assistant is pivotal within the company, and we sometimes get to help with other departments’ projects which increases and improves our understanding of the business as a whole.  
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Think customer.
Be passionate about our products and services.
Be a team player.
Accept responsibility for your actions.
Be enthusiastic, honest and confident.
Listen and learn and respect confidentiality.
Be loyal and committed to the Company and your future within the Company
To respect all members of the team.

[bookmark: _Toc77596834]THE HIGHFIELD GROUP’S COMMITMENT TO YOU
To build on your strengths and develop your skills.
To recognise the value of your contribution. 
To respect the balance between life and work. 
To maintain confidentiality.
To provide excellent working conditions. 
To reward loyalty, commitment, innovation and outstanding performance.
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