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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00110

	Pay Grade:
	5

	Title:
	Customer Service Representative, Facility Services

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for providing front line customer service and handling inquiries from the campus community as it pertains to emergencies, maintenance, or repair issues to the University's facilities.  Processes, prioritizes, and submits work orders for general maintenance and emergency repair requests.  Responsible for data entry and processing of payroll for the department.

	Purpose and Key Functions:
	· Provide front line customer service to the campus community via phone, email, and in person as it pertains to facility service issues.

· Process and channel work orders relating to safety compliance, emergency, general repairs, custodial services, grounds, trucking and utilities issues.

· Arrange emergency custodial services and maintenance issues with appropriate management staff. Alert external agencies if necessary.

· Probe for information regarding the nature, extent, and impact of customer requested maintenance requirements. 

· Prioritize customer requests based on the urgency of the request and its affect on the campus community, based on direction from a manager.

· Provide prompt feedback to customers regarding emergency protocols.

· Deal with the campus community and potentially with difficult and irate customers.

· Process timesheets for payroll ensuring hours are recorded, authorized, and batched accurately and submissions are completed within the designated timeline.

· Balance payroll information in the payroll and work management systems, ensuring appropriate corrections are made. 

· Provide information to University patrons regarding general policies and procedures and planned shutdowns. 

· Rectify incorrect work order charges and credit customer accounts as necessary.

· Train new staff and students on customer service procedures.

· Provide clerical support and assistance to management including activities such as minute taking and scheduling meetings in calendars.

· Schedule meetings in calendars.

· Book conference and meeting rooms.

· Write a variety of documents including, but not limited to, correspondence and emails.

· Assemble, copy, collate, and distribute documents and materials.

· Sort and distribute incoming mail and faxes. 

· Prepare outgoing mailings.

	Requirements:
	1 year Community College diploma in Office Administration or relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


