
We deliver customer satisfaction 

  JOB- POSTING 

 

Job Title: Customer Care Representative  

 

Department: Customer Care Supervisory: No 

 

Reports To: Customer Care Manager Status: Fulltime 

 

Last Updated: November 21, 2018 Location: Brampton  

 

 

Position Summary: 

 

To aid customers in any inquiries that they may have.  Common calls are for tracing and 

problems with freight (OS&D).  To perform responsible office support duties which involve 

providing information to the public, addressing customer complaints, and preparing and 

maintaining accurate records and files 

 

Position Responsibilities: 

 

➢ Provide various types of office support such as responding to customer inquiries, 

maintaining customer accounts, processing applications for service 

➢ Extensive contact and interaction with the public in situations requiring problem 

resolution, and duties which relate specifically to customer concerns 

➢ Research and follow up on customer problems and respond to questions 

➢ Provide customers information regarding their freight 

➢ Enter and retrieve customer information using the Speedy System 

➢ Obtain information from the customer to perform a requested task 

➢ Tracing and producing P.O.D.’s for customers 

➢ Finding, fixing, and preventing problems 

➢ Work closely with operations for the timely movement of freight 

➢ Calling customers to confirm delivery on unsigned bills 

➢ Handling OS&D’s for outside Ontario carriers 

➢ Handling outside OS&D’s for Speedy Terminals 

➢ Answering customer pick-up calls 

➢ Clearing unknown freight out of cage areas 

 

Position Qualifications: 

 

➢ Ability to establish and maintain effective working relationships with those contacted in 

the course of work 

➢ Ability to research information and solve customer care problems 

➢ Ability to interact tactfully and effectively with customers and drivers occasionally in 

situations where relationships may be strained.  

➢ Excellent written, communication, interpersonal and customer care skills 

➢ Planning and organizational skills 

➢ Ability to work independently or as part of a team meeting high volumes and deadlines 

➢ Ability to multitask 



We deliver customer satisfaction 

➢ Good knowledge of computers 

➢ Ability to deal with and handle stress 

➢ Basic business arithmetic 

➢ 2 years previous experience in a fast paced call centre preferable in the warehousing 

industry 

➢ Completion of high school. 

➢ Ability to establish and maintain effective working relationships with others 

➢ Ability to listen and provide effective and timely feedback 

➢ Ability to work effectively, efficiently and courteously with other staff 

➢ Ability to prioritize and organize work effectively 

➢ Ability to work in a high volume environment and meet deadlines 

➢ Ability to operate a personal computer 

➢ Ability to rapidly learn and perform tasks related to the department or units regulations, 

policies, rules, functions, procedures, or processes 

➢ Ability to communicate with others and to assimilate and understand information to make 

sound decisions in a manner consistent with the essential job functions 

 

 

Physical Demands: 

 

Walking: Minimal  

Standing: Minimal  

Sitting: Extensive   

Stair Climbing: Minimal  

  


