
Job Train - Menlo Park (5924)
To: Employment Counselor
Date: 05/01/2024

is now hiring!

94587

Union City, CA, 94587

 

Order Entry

Benefits: Candidates on temporary assignment may qualify for our
competitive benefits package which includes group health, life and
disability insurance and voluntary benefits such as retirement
savings and holiday pay.

Salary range: DOE
Employment status: Contract / Temporary to Hire

Description

The Order Entry position will require direct communication with customers, the sales team, logistics personnel, as well as, interdepartmental
communication. The CSR will be heavily involved with various systems for data entry and customer management to achieve high level
customer satisfaction. 

Key responsibilities include the following: 

 

Interface with customers via phone, email and in person to provide overall customer satisfaction. 

Accurate and timely processing of customer orders to ensure satisfaction. 

Promptly respond to customer inquiries regarding product, service and account. 

Handle and resolve customer complaints in professional manner. 

Obtain and evaluate all relevant information to handle product inquiries. 

Provide pricing, service and delivery information to customer in timely manner. 

Regular and accurate maintenance of customer account information in database. 

Direct communication with sales representatives to provide accurate information regarding samples, customer orders and inventory levels. 

Strong time management skills to meet team and individual deadlines. 

Record details of customer interactions in Salesforce for future reference by CS Department or other departments within the company. 

Follow up within 24 hours of all customer request. 

Work cross functionally to provide necessary customer information and assistance to Regional Sales Managers, and sales rep. 

Provide feedback and recommendations to Customer Service Manager to improve processes and customer service efficiencies.  

Communicate and coordinate customer order requirements effectively with distribution center and 3PL partners. 

 

Flexibility to adjust and adapt to meet customer needs as well as internal requirements. 

Requirements

High school diploma or equivalent required, college degree preferred. 

Minimum of 2-3 years of previous B2B customer service experience desired. 

Must be able to work in a team environment to meet deadlines. 

Professional and courteous communication skills: by telephone, in person and in writing. 

Knowledge using ERP programs for order processing and data gathering, preferred experience with Epicor, MS Dynamics or NetSuite. 

Knowledge of MS Office and shipping company software (UPS, FedEx, etc.). 

Experience with CRM systems (Salesforce, etc.). 

Strong attention to detail to ensure accuracy of orders and overall customer satisfaction. 

Organized, flexible, able to follow instructions and receive feedback. 

Exercises good judgment within defined procedures and practices to determine appropriate actions and problem solve as needed. 

 



-Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at
great companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half puts you in the best position to succeed by advocating on your behalf and promoting you to employers. We provide access to
top jobs, competitive compensation and benefits, and free online training. Stay on top of every opportunity – even on the go. Download the
Robert Half app and get 1-tap apply, instant notifications for AI-matched jobs, and more.

Questions? Call your local office at 1.888.490.4154. Robert Half will consider qualified applicants with criminal histories in a manner
consistent with the requirements of the San Francisco Fair Chance Ordinance. All applicants applying for U.S. job openings must be
authorized to work in the United States. Benefits are available to temporary professionals. Visit https://roberthalf.gobenefits.net/ for more
information.

© 2022 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you’re agreeing to Robert Half’s
Terms of Use.

Apply Here For Job Posting

 

Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

This Job Posting will expire in 10 days.
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