
Customer Service Representative 

Customer Service & Order Entry 

This Customer Service position is designed to be more than just answering phones!  This 
opportunity will also give you exposure to all aspects of our Operations area so that you not only 
become a Customer Service subject matter expert, but also so that you become a versatile asset to 
our overall operations team. 

Responsibilities will include but are not be limited to:   

1. Enter new customer wholesale orders into the system quickly and accurately.   
2. Update/Maintain customer orders as various adjustments are needed and communicate status to 

other associates as needed.  
3. Interact directly with UNIONBAY website customers to help troubleshoot, analyze, and remedy 

customer problems within established guidelines. 
4. Learn relationships between UNIONBAY Sales, Merchandising, Customer Service, Distribution 

Center, IT and Finance to gain an overall general understanding of our operation.   
5. May be asked to act as a liaison between various departments within the company.    
6. May be asked to research/update company records such as: Customer store distributions and 

researching customer claims. 
7. Strive to find areas of improvement and work with Manager to drive change in areas of 

opportunity. 

QUALIFICATIONS REQUIRED: 

• BA, BS or equivalent degree from a 4-year college preferred  
• Demonstrated proficiency with personal computers; Microsoft Word and Excel preferred 
• Exceptional interpersonal and communications skills, both written and verbal 
• Excellent sense of teamwork and flexibility  
• Knack for continuous process improvement, and willingness to share new ideas with 

management 
• Proven record of strong attention to detail and accuracy, strong analytical skills, along with 

demonstrated ability to handle multiple deadlines and priorities and to adapt to change. 
• Sensitivity, confidentiality, diplomacy, and strong ethics required at all times. 

We are an equal opportunity employer. All qualified applicants will receive consideration for employment 
without regard to race, color, sex, religion, national origin, age, protected veteran status, disability status, or 
any other characteristic protected by law. 


