
Renzetti Inc is a 48-year manufacturing company specializing in manufacturing of the finest fly 
tying, rod building equipment and custom manufacturing.  
 
Renzetti Inc is recognized and respected worldwide for its unique approach at combining 
function and aesthetically pleasing product to a wide range of industries as well as for their 
philanthropic efforts to better the community. 
 
Renzetti Mission 

Our mission is to provide a relationship with our customers where communication, quality, and 
on time delivery is our # 1 priority.  
 
Customer Service/Order Entry Associate - Email your resume or inquires to Jobs@renzetti.com 

Candidate must handle all incoming calls and assist customers with their inquiries including but not 
limited to entering all incoming orders from different mediums, invoicing, replying and sending 
emails, filling, scanning and clerical duties. This position requires a positive, helpful and professional 
attitude, effective time management technique to ensure orders are entered daily and invoiced by 
end of business day. This position includes at times, heavy phone-email correspondence with 
customers and team members. 

This is a full time Non-Exempt position.   

Wage $14 but may vary depending on candidate experience 

Schedule: 8:30 am to 5 Pm with paid 2- 15-minute break based on 2.5 hours on the job 
Benefits: Health Insurance 80/20 Employer/employee, 3 paid holidays, PTO: 5days/after 2080 
hours worked, 401K/Safe harbor after 1000 hours worked. Benefits effective after 90 days 
employment. 
 
Requirements and/or Preferences 

 Minimum two-years Customer Service/Order Entry experience 
 Superior spelling and grammar proficiency 
 Organized and detailed-oriented 
 Computer literacy at medium-high level per Microsoft protocol 
 Knowledgeable of phone etiquette  
 Ability to comprehend and follow written Standard Operating Procedures 
 Strong work ethic 
 Excellent attendance record  
 Have transportation 
 Understand that every phone call or email count 

 

Specific Responsibilities 



 Maintain accurate customer records in all software systems, CRM, accounting and other 
programs as trained. - Macola 10 

 Learn customer levels, price guide, product line, production guidelines and shipping 
information in order to provide superior customer service.  

 Answer and redirect inbound calls on all lines. Check voice messages. 
 Order Processing. 
 Respond to inbound customer inquiries for information such as ship dates, or other 

existing order questions.   
 Communicate with Sales Rep, Assembly and Shipping on issues related to customer’s 

orders. 
 Make outbound calls to customers to resolve order issues or obtain authorization to 

proceed with orders.  
 Enter all order, ensure its integrity and learn International Orders protocol.   
 Review Open Order status weekly and invoice integrity. 
 Communicate with sales staff to verify all information is correct and clear up any missing 

information or inconsistencies on orders. 
 Maintain file systems and daily filing tasks for all orders. 
 Perform other related duties in support of the office as assigned by management 
 Ability to read and follow a printed Standard Operating Procedure (SOP) 
 Accept constructive criticism and training with a positive attitude 
 Work within a team environment and treat others with respect 

 

Email your resume or inquires to Jobs@renzetti.com 

 

Renzetti Inc and Its Subsidiary R Distribution EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE 

ACTION employer. Candidates are considered for employment with Renzetti without regard to their race, 
color, religion, national origin, age, sex, gender, pregnancy, disability, sexual orientation, gender identity, 
genetic information, military status, protected veteran status or other classification protected by applicable 
federal, state or local law. 


