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JOB DESCRIPTION

Customer Service Counter Salesperson
JOB SUMMARY
The Customer Service Counter Salesperson is responsible for providing prompt courteous and efficient service to customers, advising them on appropriate merchandise and related items.  His or her duties include being familiar with pricing, local building codes, types of building permits issued, preparing quotations, information such as warranties and return policies, as well as a variety of other related duties.  The Customer Service Counter Salesperson must perform all assigned tasks with sufficient speed and accuracy to avoid adverse impact on the level of service to customers and to achieve sales profitability.
EDUCATION/SKILLS REQUIRED

· High School graduation or equivalent.

· Good mathematical skills.

· Prior retail/building experience beneficial.

COMPETENCIES

· Adaptability

· Customer Focus

· Communication

· Cultural Sensitivity

· Problem Solving

· Professionalism

· Time Management

· Willingness to learn
JOB DUTIES
· Ensure customers are greeted within 30 seconds of their arrival at the Customer Service Counter.
· Determine customer’s needs by asking open-ended questions.

· Communicate product knowledge to the customer as appropriate.

· Process special orders, E Commerce orders, non-stock or out of stock items.
· Be familiar with and maintain up-to-date information on pricing.

· Prepare accurate quotes for building projects as requested by customers

· Be aware of where to access local building codes.

· Know types of building permits issued.

· Know prices, practices, and policies of the company’s competitors.

· Help customers solve building problems.

· Update yourself with practical knowledge of building materials and lumber products, including their uses, advantages, and disadvantages.

· Resolve customer complaints.

· Offer efficient service when handling customer returns.

· Answering switchboard calls promptly.
· Be familiar with current indoor and yard inventory and surplus items.

· Maintain professional confidentiality of all store and customer records.
· Work on additional duties and assignments as assigned by management.
· Suggest rule, policy and/or procedural changes when you believe they would improve efficiency, sales, profits, morale, etc.

JOB REQUIREMENTS
· Ability to work co-operatively in a team atmosphere.

· Ability to prioritize and manage conflicting demands.

· Friendly and helpful attitude toward customers.

· Must be able to learn and operate all computer systems.

· Willingness to continually develop professional skills and knowledge base.

· Must be able to communicate effectively with employees, management, suppliers, and customers, to obtain accurate information for pricing, estimates, quotations, etc.

· Work in a safe manner in accordance to provincial and federal safety legislation, as well as use of good judgement.  
· Report any potential hazards and unsafe behavior to management in order to have the situation corrected.

· Follow safe job procedures as outlined in the Company Safety Manual.

WORK CONDITIONS

· Flexible hours including nights, weekends, and holidays.

· Interaction with customers and the public at large.

· Operation of telephone including transferring calls and using the paging system.

· Operation of desktop computer and peripherals.

WORKING RELATIONSHIPS

· Reports directly to Sales Floor Supervisor
