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Job Opportunity

	Company
	Focus Products Group Intl LLC

	Job Title
	International Customer Service Representative

	Location
	West Bend, WI

	Salary Range
	

	Relocation Assistance
	No


Job Description / Responsibilities / Requirements

Responsibilities

· Enters orders promptly for whole goods, reconciles orders/allocation for international customers, and coordinates the container load planning to ensure efficient use of container volume capacity for cost effective container loads.

· Works closely with salesforce to ensure proper program criteria are applied, credit department for prompt credit release, and the distribution centers to ensure timely shipments

· Coordinates with credit department to ensure credit line is available for expediting shipments

· Ensures shipments are made in a timely manner and properly invoiced.  Follows up on shipments with customers via telephone/fax/email to notify customers of shipments, shipping information, and contents of shipments

· Resolves any shipment issues related to tracing, shipment errors, freight costs, etc.

· Maintains appropriate levels of prioritization between all orders

· Prepares pro-forma invoices or quotes for customers requiring such, for whole goods and parts orders

· Ensures that all proper export documentation is prepared to facilitate the export of all goods, and submits same to appropriate transportation providers

· Communicates via email, voice or fax on a regular basis with assigned customers to answer all questions related to product availability, orders in house, shipment ETD/ETA

· Manages export paperwork for vendor source drop shipments

· Maintains high level of knowledge of international trade regulations to insure consistent compliance with laws.

· Creates debit and credit adjustments where necessary

· Communicates regularly with supervisor to request systematic solutions and enhancements that streamline the order entry and distribution process for the international distributor/customer

· Communicates shipping forecast data to supervisor with emphasis on meeting month end, quarter end, and year-end shipping goals for International Department
Requirements

· Bilingual English/Spanish
· Excellent organization, communication, administrative and team work skills
· Knowledge of PC applications, including Microsoft Word, Excel and Power Point
· Data entry skills for order processing/distribution systems
· The ability to take direction, work independently, and manage multiple tasks and projects in a fast paced and potentially stressful environment
Contact Information to Apply

https://home.eease.adp.com/recruit/?id=12478381
