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ESTO ES EL TRABAJO PARA USED?
January 13, 2006
Job Title:

Customer Service Representative
Job Location:

Kingston, NY
Responsibilities:
· Provide direct administrative support as needed on a daily basis in order to rapidly develop and retain a growing customer base throughout Latin America (Solisto) and North America.
· Act as customer advocate to provide Solisto/SunWize clients the highest level of customer service available.

· Work with a high degree of creativity, independence and accountability to implement new systems that streamline the export sales process and the customer service process.

Job Functions:

· Provide ongoing customer and sales support for Solisto Latin American Sales (50% of time)
· Provide ongoing customer service support for domestic sales (50% of time)

· Administrative support for Latin America Sales Manager
· Manage, update and correct the Goldmine contact database as required
· Solisto:  maintain literature inventory and coordinate individual and bulk mailings
· Execute order entry and maintain individual customer files

· Solisto:  Monitor export shipment status and prepare export documentation as needed

· Monitor order status, anticipate and resolve potential delays

· Solisto:  Coordinate trade show planning and logistics

Requirements:
· Strong written and verbal communication skills in both Spanish and English. 
· Computer Literacy: Basic proficiency in Microsoft Word, Excel, PowerPoint and Outlook are required. Experience with Access database programs such as Goldmine and Quotewerks a plus.
· Work Experience: 5-7 years customer service experience in a manufacturing/warehouse distribution environment and/or 3-5 years experience in sales, marketing or business development.  Export experience is a necessary requirement.
Please send resumes to:

Dean Middleton 

Solisto@earthlink.net
www.solisto.com
www.sunwize.com
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