
 
Job Description 

 

Position Title: Customer Service / Marketing Assistant 
Department: Office 

Reports To: Office Manager 

Supervises: N/A 
FLSA Status: Non-Exempt 

Last Revised/Approved: April 2016 
 

POSITION SUMMARY:  

The Customer Service / Marketing Assistant is responsible for understanding and representing Avena 

Botanicals’ product line to the public and our beloved customer family. Daily tasks include: answering the 

phone, taking orders, resolving order issues, responding to general email inquiries, greeting shop visitors, shop 

sales & upkeep, assistance of customers, regular communication & visits with wholesale customers, product 

demos at stores & events, posting to social media, preparing email newsletters, and other administrative 

projects as necessary.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Answer the phones, take customer orders, and direct calls to other departments. 
2. Troubleshoot order problems. 
3. Help customers in the shop, process shop sales, and maintain the shop. 
4. Process online and fax orders, answer emails. 
5. Facilitate customer care in all ways: do your best to answer questions thoughtfully and use available 

resources to research customer questions. 
6. Assist with preparation for fairs and conferences. 
7. Maintain the welcome station at the entrance of the garden. 
8. Track errors and complaints and forward them to the appropriate team member. 
9. Maintain the customer database, including making corrections to existing information and adding in new 

customer information. 
10. Keep track of In Stock / Low Stock / Out of Stock products and maintain these lists on the server, 

communicating with the Production Department as needed to update information. 
11. Call and visit with wholesale customers regularly on a rotation schedule or when new announcements / 

promotions need to be communicated. 
12. Conduct product demos at stores and events such as fairs, festivals, and farmer’s markets. 
13. Post to social media including Facebook, Twitter, Instagram, and Pinterest. 
14. Update website blog with content from herbalist Deb Soule or other guest writers regularly. 
15. Prepare and send out email newsletters. 
 

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES:  

1. Performs other duties as assigned. 
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GENERAL EXPECTATIONS: 

1. Be committed to the mission and vision of Avena Botanicals. 
2. Maintain open communication with all departments within the company; work as a member of the team 

in the performance of duties. 
3. Consistently maintain a positive attitude. 
4. Understand and work within company policies and procedures. 
5. Be reliable and trustworthy. 
6. Be well organized. 
7. Be punctual for scheduled work and use time efficiently. 
8. Perform duties in a conscientious and cooperative manner. 
9. Perform work in a timely fashion with a minimum of errors. 
10. Maintain confidence and protect the company by keeping confidential information concerning company 

business, its customers, and its employees confidential. 
 

PHYSICAL REQUIREMENTS: 

The physical requirements described here are representative of those that must be met by the Incumbent 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 position, the employee is regularly required to sit, talk, and hear.  He/she 

will be required to stand, walk, and use hands to employ office equipment, including fingering a standard 

computer keyboard. The employee must be able to occasionally lift and/or move up to fifty (50) pounds.  

Vision requirements include: close vision, distance vision, depth perception, and the ability to adjust focus.  
 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those the incumbent encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  

The noise level in the work environment is relatively quiet. Some work time may be spent outdoors in all 

seasons and weather.  
 

QUALIFICATIONS NEEDED FOR POSITION: 

Experience and Skill Requirements:  The following experience and skills are considered essential: 

 Some herbal experience is preferable, but an openness and interest is most important. 

 Have experience using social media such as Facebook, Twitter, Instagram, and Pinterest. 

 Have strong computer skills including Microsoft Office and, ideally, Quickbooks. 

 Excellent communication skills – both verbal and written. 

 Enthusiasm for serving customers with kindness, compassion, patience, and respect. 

 Be able to work independently and as part of a team. 

 Extremely detail oriented with good organizational skills. 

 Independent judgment is needed to plan, prioritize, and organize a diversified workload. 

 Ability to actively listen and to accept criticism. 
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Education Requirements:  The following education requirements are considered essential: 

 Bachelor’s degree in liberal arts preferred, or equivalent combination of experience and training that 
provides the required knowledge, skills, and abilities.  

 

** All requirements and skills are considered to be essential, unless otherwise indicated. ** 

External and internal applicants, as well as position incumbents who become disabled as defined under the 

Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or 

with the assistance of a reasonable accommodation to be determined by management on a case by case basis. 

The job description does not constitute an employment agreement between the employer and the employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change. 

 

_____________________________________________   ____________________________ 
  Employee Signature       Date 
 

_____________________________________________   ____________________________ 
  Supervisor Signature       Date 


