
 
 

Customer Service Representative 
 
Location: Santa Barbara, California 
 
 
JOB SUMMARY 
 
The Customer Service Representative is responsible for providing exceptional service to all customers and ensures their needs 
and concerns are handled with quality service, and timely response. Strong work ethic with the ability to multi-task and adapt 
in a fast- paced environment. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned: 

 Professionally handle high volume of incoming calls and inquiries.   

 Responsible to receive orders for starts, stops and modifications to existing service. 

 Resolves customer complaints concerning billing or service rendered, referring complaints of service failures to 
designated departments for investigation. 

 Customer-focused, energetic attitude and a desire to provide exceptional customer service at all times. 

 Possess a strong knowledge of internal process, understands the correlation and link between all business units.  

 Uses database system to gather and input notes in customers account.  

 Meets or exceeds service quality and productivity goals set for the position. 

 Assist with different projects within the customer service department. 

 Attends mandatory training to enhance system, equipment knowledge and customer service skills. 

 Performs other duties as assigned. 

SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements 

listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 Professional phone and email etiquette 

 Strong ability to multi-task in fast pace environment.   

 Excellent communication skills to effectively communicate to all levels of management and customers. 

 Work efficiently and effectively, both independently and as a team to meet MarBorg’s customer service standards   

 Customer-focused and a desire to provide exceptional customer service at all times. 

 Bilingual (Spanish/English). 

 Proficiency in the use of Microsoft Office software. 

EDUCATION and/or EXPERIENCE 

 

 High School diploma or general education degree (GED). 

 Minimum two (2) years of related customer service experience in a high volume call center required.   

 Ability to work on a PC, accessing and navigating multiple software applications in a Windows environment while 

talking to the customer on the phone. 

 Must have intermediate knowledge and use of Microsoft Office applications. 

 Keying data entry efficiently and accurately with proficiency in typing/keyboard is required.  

 

 

 



 
 

LANGUAGE SKILLS 

Ability to read and write English and Spanish, interpret documents such as safety rules, operation and maintenance 

instructions, and procedure manuals. Ability to write routine reports and correspondence. They should also be able to speak 

English and Spanish effectively before groups of customers or employees of 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, ratios, and percent and to draw and interpret bar graphs. 

 

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form. Ability to 

deal with problems involving several concrete variables in standardized situations.  

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully perform 

the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; and talk 

or hear.  Specific vision abilities required by this job include close vision. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing 

the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential function. The noise level in the work environment is usually moderate. 

 

BENEFITS 

 Competitive wages 
 

 Comprehensive benefit package Medical, Dental  and Vision 
 

 401k 
 

 Employee Assistance Program 
 

 Life Insurance 
 

 Paid Vacation and Sick Time 
 

 Paid Holidays  
 

 A friendly and rewarding work environment  

 

 


