
	

If interested and qualified, please email your completed application and resume to: careers@genesistechnologies.com 

 

Job Description: Customer Service Representative 

Genesis Technologies is a national leader in Managed Print Services, working with mid-sized to Fortune 100 companies in 
improving their document output systems to boost their bottom line and achieve operational efficiency. Our growth and 
success for over 30 years has been closely tied to the relationships we have with our customers as well as our long-tenured 
employees. Genesis Technologies is seeking a talented and dynamic individual to join our Customer Relations Team, located in 
our Northbrook, IL office. For more information on our company, please visit www.genesistechnologies.com.  
 
Position Overview 

The Customer Service Representative is responsible for providing superior customer service and driving customer satisfaction, 
loyalty, and retention through order management, first call resolution, and support to customers, field service technicians, 
and internal staff. This position requires excellent customer interaction and communication skills, which will continue to 
portray our professional company image and provide world- class customer service. We will provide training to the right 
person who demonstrates motivation and a willingness to learn.  

In this role, you’ll: 

• Resolve customer needs, inquiries, and issues received via phone, email, fax, or through the Genesis website by 
clarifying the customer’s request, determining the cause of the problem (where needed), selecting and explaining the 
best solution, expediting the correction or adjustment, and following up to ensure full resolution 

• Assist customers with their orders transmitted via phone, email, fax, or through the Genesis website to ensure that 
orders are processed timely and accurately 

• Open service calls to technicians for repairs, preventive maintenance, and unit-down situations 
• Manage customer requests for equipment and location changes – this also applies to the data management of 

customer contracts, Genesis’s processing system, and all remote monitoring tools 
• Research customer product requests, make the proper recommendation to fit their needs, and generate quotes 
• Educate and inform customers of promotions and other cross selling of products to create new business opportunities  
• Look and listen for ways to enhance the customer’s experience 

 
You will work hard, you will have fun, and you will enjoy: 

• Regular business working hours Monday through Friday, 40 hours per week 
• Complete benefits package (paid time off, medical, dental, and life insurance, AD&D and short-and-long-term 

disability insurance, flex spending, and 401(k) with a company match) 
• Casual dress code 
• Great work environment with a team of people who enjoy working together! 

To be successful in this role, the key qualifications are: 

• High school diploma or equivalent (GED) 
• Minimum 2 years of customer service experience and office experience 
• Software and reporting tools experience considered a plus (especially e-automate) 
• Strong verbal and written communication skills  
• Excellent administrative and organizational techniques 
• Careful attention to detail 
• Willingness to learn new systems and procedures on an ongoing basis 

Our investment doesn’t stop with the customer; it carries over to our employees. We seek a long-term relationship to grow 
your career. Find out why Genesis Technologies won the “Chicago’s Best and Brightest Companies to Work For®” award for the 
10th time and the “Nation’s Best and Brightest Companies to Work For®” award for the 4th time in 2021.   


