
 

 
JOB DESCRIPTION 

JOB TITLE:   Customer Service/Order Entry 
DEPARTMENT:   Administrative  
FLSA STATUS:   Non-Exempt 
LOCATION:   Corporate Campus, Conover N.C. 
SCHEDULE:   Monday – Friday 8am to 5pm 
 

SUMMARY: The Customer Service/Order Entry associate will report to the 
Customer Service Manager. Work directly with Team Leader, Sales 
Representatives and Customers via phone calls, & emails. 
 
PRIMARY RESPONSIBILITIES 

 Able to work in a fast paced – professional office environment 

 Respond to customer inquiries regarding shipping availability, production 
availability, price quotes, production information, etc.via fax, telephone & 
email 

 Input repair orders using company software, input quotes, data entry 

 Able to make decisions to facilitate the resolution of customer issues 

 Assist Account Executive Team Leader as needed  
 

KNOWLEDGE SKILLS & ABILITIES 

 Prior customer service experience required with high end furniture 
manufacturing experience preferred 

 Excellent communication skills: telephone, email, in person 

 Word/Excel/Power Point/IBM notes knowledge 

 Able to handle multiple tasks & work in a fast paced, concentrated 
environment 

 Able to work in an open team environment 

 Able to work with different types of personalities and different levels of 
management 

 
MINIMUM REQUIREMENTS 

 3-4 years Customer Service experience required 

 Furniture manufacturing experience preferred 

 Ability to work full time 

 Great telephone skills & voice 

 Effective communication skills 

 Good organizational skills and detailed oriented 

 Perficient with Microsoft Office / Outlook 

 Positive attitude 
 
 



 
 

EFFORT 

 Computer and general office work 

 Long periods of sitting at a desk and on the phone 

 Able to work independently 
 
 

ESSENTIAL JOB FUNCTION CHECKLIST 

Employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform 
the essential functions 
 

PHYSICAL ACTIVITIES: None Under 1/3 1/3 to 2/3 Over 2/3 

-Stand  X   

-Walk   X  

-Sit    X 

-Use hands & fingers, handle, or hold    X 

-Reach with hands and arms  X   

-Climb or balance X    

-Stoop, kneel, crouch, or crawl X    

-Talk   X  

-Hear  X   

WORK ENVIRONMENT:     

-Wet/humid conditions (non-weather) X    

-Work near moving mechanical parts X    

-Work in high, precarious places X    

-Fumes or airborne particles X    

-Toxic or caustic chemicals X    

-Outdoor weather conditions X    

-Extreme cold (non-weather) X    

-Extreme heat (non-weather) X    

-Work with electricity X    

-Work with explosives X    

-Vibration X    

LIFTING REQUIREMENTS:     

-Up to 10 pounds   X  

-Up to 25 pounds X    

-Up to 50 pounds X    

-Up to 75 pounds X    

-Up to 100 pounds X    

-Over 100 pounds X    

 
 
 
 
 
 



 
 
 
 

MENTAL FUNCTIONS: None Under 1/3 1/3 to 2/3 Over 2/3 

-Compare   X  

-Analyze    X 

-Communicate    X 

-Copy  X   

-Coordinate  X   

-Instruct X    

-Compute    X 

-Synthesize X    

-Evaluate  X   

-Interpersonal Skills   X  

-Compile   X  

VISION DEMANDS: Required 

-Close vision (clear vision at 20 inches or less) X 

-Distance vision (clear vision at 20 feet or more) X 

-Color vision (ability to identify and distinguish colors)  

-Peripheral vision  

-Depth perception  

-Ability to focus using computer monitors, systems & equipment X 

NOISE LEVEL: Required 

-Very Quiet  

-Quiet X 

-Moderate  

-Loud  

-Very Loud  

 


