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CUSTOMER SERVICE REPRESENTATIVE 
Job Description 

 
Reports To: Operations Manager - Auburn 
 
Status:  This position is full-time, non-exempt status 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Provide customer service including taking orders, resolving problems, providing Safety 
Data Sheets and processing paperwork and billing.  This position deals with multiple 
responsibilities and within all areas of the office.      
 
Duties and Responsibilities:   
 
Customer Service 

1. Processes sales orders for delivery or will call. 
2. Surveys inventory to ensure product availability to ensure we can meet customer 

delivery expectations.  Otherwise notifies production planning. 
3. Provides Safety Data Sheets to customers as needed. 
4. Process shipped bills of ladings, creates customer invoices and mails to 

customers.  
5. Matches delivery tickets to office copies of invoices and files. 
6. Furnishes Certificates of Analysis forms when requested by customers. 
7. Compiles daily bank deposit for all cash and checks received and scans copy to 

Accounts Receivable.  Makes bank deposit at local bank for items unable to 
process through online banking. 

8. Processes credit card transactions 
9. Assists customers as needed. 
10. Initiates credits and re-bills for product returns and/or billing corrections. 
11. Coordinates carriers for deliveries as needed.    
12. May conduct product sourcing research as directed. 
13. Provides backup to other office customer service staff. 

 
General Office: 

14. Answers incoming telephone calls and directs to appropriate person.  Screens 
calls as needed and provide assistance to callers wanting general information or 
who need help with specific problems.  

15. Greets and assists visitors and Will Call customers. 
16. Performs back-up functions for other office personnel.  
17. Orders supplies for office. 
18. Performs filing and other miscellaneous duties as required 
19. Must comply with all company safety, security, quality and environmental 

standards. 
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20. Works within the Tarr System Manual built upon the framework of ISO 9001 
Quality Management System and Responsible Distribution Process requirements. 
 

 
This description reflects the general details considered necessary to describe the principal 
functions of the job identified for the purpose of job evaluation.  It should not be 
construed as a detailed description of all work requirements that may be inherent in the 
job nor shall be construed as giving exclusive title to every function described. 
 
Qualifications: 
 

1. Must have fundamental Microsoft Office computer skills including word 
processing, Excel, file sharing, and ability to utilize internet search engines.   

2. Experience with an ERP computerized sales order entry and inventory control 
system.  Chempax is preferred.  

3. Requires accurate and detailed data entry skills. 
4. Must be able to follow written or verbal instructions. 
5. Must be flexible and able to meet deadlines. 
6. Must have good communication skills and etiquette in all communication media, 

including ability to handle customers with skill while remaining calm at all times. 
7. Chemical Product knowledge preferred and/or willingness to learn required. 
8. Professional appearance. 
9. Flexible, with excellent ability to prioritize workload and meet deadlines. 
10. Positive attitude and ability to adapt to changes. 
11. Ability to work with little supervision while coordinating multiple tasks. 
12. Detail-oriented with acumen for accuracy and thoroughness. 


