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	Job Title:   
	 Customer Service Rep - International
	Job Code:  
	CSRINT

	Level: 
	N/A
	Department:
	Sales & Customer Service

	EEO Classification:
	Administrative Support Workers
	Division:
	Ithaca

	FLSA Status:  
	Exempt
	Reports to:
	Customer Service Manager

	Hours:
	Full-time – 40 Hrs/week 
	Rev Date:
	02-01-22



I.    Duties and Responsibilities
· Strong communication skills by phone and by e-mail.
· Respond to customer, distributor, divisions and internal emails quickly and accurately.
· Providing product support to all distributors.
· Strong attention to detail.
· Entering orders, quotes and proforma invoices to Distributors.  
· Keeping track of all Distributors Yearly budgets and calculating distributor discounts as needed including discount level calculations.
· Issuing RMA’s for Distributors as needed.

· Calculate and add in-service fees on orders as required.  Custom orders may have additional charges to be calculated in.
· Maintain and distribute International Distributor Lists as necessary.
· Keep up to date on all international product lines and product registrations.
· Working with Freight Forwarders to arrange freight pick up for orders.  Following specific shipping instructions from either the distributor or freight forwarder.
· Calculating shipping, freight charges for orders.

· Filling out Certificate of Origins for International shipments as requested.  Getting them notarized, stamped and signed by the Chamber of Commerce.  
·  Sending Commercial invoices to Distributors on a daily basis.
· Maintain customer files with updated international distributor contracts.
· Keeping up to date individual instructions for orders for all distributors.

· Keep all contact information updated in customer accounts.
· Set up new international accounts

· Letters of credit

· Filing

· Currency conversion

· Customer complaints

· Perform other work-related duties as requested, directed or assigned by management.
II.    Working Relationships

· Interact & cooperate with Finance, Shipping/Receiving, Engineering & Manufacturing Depts
· Communicate by phone or email with all international divisions and distributors

· Interact with outside entities including the local Chamber of Commerce & Freight Forwarders
III.    Education and Experience

· Include any special education requirements or education preferred

· 2-3 years experience in Customer Service required
IV.    Knowledge, Skills and Abilities
· Excellent verbal and written communication skills 

· Proficient in Microsoft Office including Word, Excel & Outlook

· Ability to respond quickly and accurately to customers 

V.    Supervisory Responsibilities 

· No Direct Reports
VI.    Physical Demands

· Must be able to lift up to 25 lbs. and to adhere to safety requirements
· Corrected normal vision and color vision are required
VII.    Work Environment

· Fast paced office environment

· Occasional overtime may be required
Disclaimer: This job description may be changed to include new responsibilities and tasks or change existing ones as management deems necessary.[image: image1.png]



Page 1 of 3

[image: image2.jpg]