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Client Care Representative – Bilingual 

Location: Guelph, Ontario
Number of Vacancies: 1
Hours of work: FT: full-time
[bookmark: _GoBack]Start Date: ASAP
Job Type: Entry-Level, Non-management

General Description:
The inbound Bilingual Customer Care Representative position is a front line call centre role using a computerized information system and is a critical first line of contact for clients relating to all inquiries, and retrieves and enters information into a database.  The CCR will provide client service support nationally across Canada.  

Job Description:
· Provides front-line contact for clients by receiving inbound inquiries on assigned queues via multiple communication channels as phone and live chat
· Possesses a thorough knowledge of QuickContractors.com products and can provide detailed information to clients
· Meets or exceeds all established call centre quality service standards
· Enters specific client related information into a database in an accurate and timely manner
· Retrieves detailed information from clients and other sources and redirects clients queries to appropriate internal contacts
· May perform some outbound follow up as required
· Assists in the review and improvement of call centre workflow processes
· Assists in the development of product training materials and may provide training to peers
· Performs general administrative duties including, but to limited to data entry, filing and scanning
· Provides peer coaching and support to more junior staff in the call centre
· Answers customer questions using formatted screens, scripts and procedures
· Other duties as assigned

Qualifications:
· Successful completion of high school diploma
· Completion of some college or other post-secondary in a related field or equivalent experience
· A minimum of one year experience in a call centre or client relations environment
· High proficiency in data entry and computer applications, including the Microsoft Office Suite
· Must be fluent in English and French
· Must be able to work evenings and Saturdays
· Strong sense of professionalism and courtesy when dealing with all internal and external clients
· Excellent interpersonal, communication, and time management skills
· Ability to work in a team environment as well as independently
· Resourceful, determined, takes initiative
· Adapts well to a changing, complex environment
· Is proactive at resolving issues
· Excellent follow-through and detail oriented

To apply for this position, please send your resume and cover letter (with the job title in subject heading) to enguyen@quickcontractors.com. We thank all applicants for their interest; however, only those selected for an interview will be contacted.
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