
 
 

Job Description 

Customer Service Agent 

 

Function Supportive Function Department Business Performance - 
CRM 

Division Finance Location Beirut, Lebanon 

Reports to CRM Supervisor Position (s) Supervised NA 

Date Reviewed August 2021 

 

Job Scope The Customer Service Agent is responsible to handle customer’s complaints in all boutiques 
and online stores. S/he will redirect the feedback to the respective stakeholders.   

Main Duties and 
Responsibilities 

 
Retail & E-Commerce 

 Receive and direct incoming correspondences, transmit messages and answer inquiries 
appropriately through cross functional coordination and follow up. 

 Handle efficiently the customer complaints. 

 Assist the events team in collecting post event feedback from invitees and submit 
recommendations based on related metrics. 

 Develop reporting and insights to the business for opportunities to improve or create 
better customer experience. 

 Consolidate all types of feedback received and shared them with related departments 
to develop action plan and business enhancement. 

 
 
Support & Collaboration 

 Ensure constant follow-up, update and coordinate for alignment and best practices. 

 Establish solid relationships with different departments such as Marketing, Operations, 
Retail, IT, E-commerce and ensure constant coordination for successful initiatives. 

 
Perform other job duties as assigned by the management. 

 

Position Requirements 

Education Bachelor’s degree in Business Administration or equivalent. 

Required Certificates NA 

Experience 1 to 2 years 

Competencies  Client focused with ability to translate their need into offered product. 

 Strong communication, presentation and negotiation skills. 

 Strong problem solving and decision-making skills. 

 Team player, flexible and adapt to changing environments. 

 High drive and results oriented. 

 Knowledge of fabrics, materials, embroidery and HC production processes.  

Additional Requirements   Fluency in spoken and written Arabic  

 Fluency in spoken and written English. 

 Fluency in French is a plus. 

 Experience in textiles is preferred. 

 Good computer skills and command of Microsoft Office (Excel, Outlook, Word and 
Power Point, Navision). 
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This job description reflects the present requirements of the position. 
As duties and responsibilities change the job description will be reviewed and subject to amendments in consultation by the management. 

 


