ORDER CLERK

Job Description-

This job is primarily a customer service position including but not limited to answering phones, taking phone orders, helping customers with product identification. Applicant must have phone skills, computer skills to include but not limited to Microsoft office and Quickbooks software.

Job Duties-

Duties will include but not limited to, answering phones, take customer orders over the phone, perform computer tasks, communicate with customers, make notations regarding the phone sales, navigate the internet, perform money and sales transactions using internet based systems, filing of paperwork and customer files.

Job Requirements-

Keyboarding skills 50 wpm, 10 key skills, verifiable knowledge and skills of navigating the internet using computers, Phone answering and operation of the same phones, and organizational skills.
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