
Customer Service Representative


Starting Salary: $16.87

BENEFITS

Full-time position benefits include employer paid health insurance, life insurance, vacation leave, sick leave, holiday pay and personal days.  Other benefits available are vision, dental, and supplemental insurance policies.

MAJOR FUNCTIONS

This is a Customer Service Representative (CSR) position working for the Bartow Airport Authority.  Employees perform essential functions as outlined herein according to the functional assignment area.  The work schedule will be ten (10) hour shifts, 8am – 6pm, four (4) days a week.
ESSENTIAL FUNCTIONS
The following statements describe the principal functions of this job and its scope of responsibility but should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including working in other functional areas to cover absences or relief, to equalize peak work periods, or otherwise to balance the workload.

·    Serves as a CSR responsible for managing the front desk.

·    Manages Flight School Scheduling for students and flight instructors.
·    Handles incoming telephone calls for the Fixed Base Operation (FBO) and Flight School.

·    Dispatches fuel orders and other requests to the line crew.

·    Maintains accounting records for FBO and Flight School.

·    Prepares correspondence and reports as directed.

·    Provides materials and information to pilots and other customers.

·    Properly checks in and checks out aircraft renters according to Flight School policies and procedures.

· Performs custodial functions including cleaning and sanitizing front desk and counter.
· Required to report to work at the appointed hour, as scheduled, and to work the entire assigned schedule.
SECONDARY FUNCTIONS

· Supports other workers in event of absence.
· Performs other tasks as assigned.

CUSTOMER SERVICE
This is a front-line position that provides excellent customer service to members of the public and Government employees.  Service is provided in person, by phone contact, and by email.
SUPERVISION
This position has no supervisory responsibilities.  Requires self-supervision and independent judgment in most tasks.
EDUCATION, EXPERIENCE, LICENSES, CERTIFICATIONS

Education and Experience. 

High school diploma or general education degree (GED); with two-years of experience in one of the following areas: customer service, business, retail, and/or cash handling.
Preference will be given for experience with QuickBooks software.

Licenses.  

Minimum requirement: Class E Florida Driver’s License.
JOB SKILLS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements are representative of the knowledge, skills, and ability required.

Language Skills
· Ability to communicate effectively verbally and in writing.
· Ability to read and comprehend instructions, correspondence, and memos.

· Ability to read and interpret documents such as applicable rules, regulations, aircraft renter contracts, policies, and procedures.

· Ability to write correspondence.

· Ability to effectively present information in one-on-one and small group situations to students, pilots, instructors, and other employees of the organization.

Mathematical Skills
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.

· Ability to compute rate, ratio, and percent.

Problem Solving Ability
· Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.

· Ability to deal with problems involving few concrete variables in standardized situations.

Specialized Skills
· General knowledge of flight school and fixed base operations.
· Knowledge of computer software such as Microsoft Word, Excel, and Outlook, and QuickBooks.

· Ability to utilize scheduling software.

· Knowledge of office procedures and practices.

· Ability to deal with the public in a tactful and courteous manner.

· Ability to work independently.

· Ability to plan, organize, and coordinate work assignments without supervision.

· Ability to establish and maintain effective working relationships with others.

· Ability to remain calm in stressful situations.

· Ability to take a teamwork approach to the job by cooperating with others, offering to help others when needed, and considering larger organization or team goals rather than individual concerns.  Includes the ability to build a constructive team spirit where team members are committed to the goals and objectives of the team.

Machinery and Equipment
While performing the duties of this position, the employee will be required to operate the following machines and equipment: computers, calculator, telephone, fax machine, copy machine, radios, and other general office equipment in completion of the tasks of this position.
PHYSICAL DEMANDS

While performing the duties of this job, the employee will occasionally be required to climb, balance, stoop, kneel, crouch, crawl, taste, smell, and lift up to and including 20 pounds.  Will regularly be required to reach with hands and arms.  Will frequently be required to stand, walk, use hands to type, write, handle, or feel, talk, or hear.  Vision requirements are close, distance, color, peripheral vision; depth perception and ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  While performing the duties of this

job, the employee will occasionally be exposed to outdoor weather conditions.
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