Customer Service Representative 
Day to day Job functions include, but are not limited to:
· Keep records of customer interactions, process customer accounts and file documents
· Meet personal/team sales targets and goals
· Handle complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution
· Ability to work with the computer technology to handle high call volumes and any customer service related operations
· Build sustainable, genuine relationships through open and interactive communication
· Prepare product or service documentation by collecting and analyzing customer information
· Resolve product or service concerns by clarifying the customer's issue; determining the cause of the problem by asking probing questions; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution
· Work with the management team to stay updated on product knowledge and be informed of any changes in company policies
Requirements:
· Proven customer support experience
· Excellent communication and presentation skills
· Ability to multi-task, prioritize and manage time effectively
· Strong phone and email contact handling skills and active listening
· Ability to remain professional and courteous with customers at all times
1. Do you believe you had enough information from these TWO sources to write an accurate job description? While the article and onetoonline.org resource provided helpful background information, it is very vague in regard to what else the role may entail. Coming from a background in retail, customer service, and training, I know there's a lot more that is often part of the responsibilities and skills needed for the role.

2. What specific information from the diary was MOST important/useful to you? What I found most useful, was the information provided on his day to day experiences. For example, when the article makes mention about his phone call and email interactions with customers, and overall communications.

3. What specific information from O*NET was MOST important/useful to you? The most useful information provided from O*NET was the tasks listed in regard to the Customer Service Representative position, as it gives somewhat of an idea of what to expect on day to day operations.

4. In an ideal world, what add'l sources of information would you request to improve the accuracy of the job description? I believe often times, job descriptions are not as detailed as they should be or perhaps could be. This can mislead the candidate and also the person hiring, as they may fail in selecting the best person for the role.
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