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JOB DESCRIPTION
CUSTOMER SERVICE REPRESENTITVE / OFFICE ADMINISTRATOR

September 2025

Job Title: Customer Service Representative

Reports to: Executive Accountant & President

Location: Madison, Wisconsin

Hours: Monday through Friday 7:30 am to 4:30 pm and Saturdays 7:30 am to Noon
(Days, hours, and times may vary depending on location needs)

Job Summary: Assist with scheduling, basic clerical, accounting, marketing and administrative
functions.

Duties Include (but are not limited to)

e Answer phone calls, greet and assist customers, and direct inquiries as needed.

e Schedule truck routes and other customer services.

e Dispatch drivers and coordinate with the warehouse team to ensure routes run smoothly.
e Process cash transactions, credit card payments, and balance end-of-day reports.

o Complete and maintain data entry in inventory and customer database.

o Assist walk in customers as they arrive, making sure someone is helping them unload.

e Assist with customer recycling events (set up, organization, and on-site support).

o Assist with shipments paperwork, photos, and file management.

Qualifications:

o Strong organizational skills with attention to detail.

o Excellent interpersonal and phone communication skills.

o Dependable with consistent and punctual attendance.

e Proficient using Windows and Microsoft Software.

e Ability to learn internal systems, processes, and materials quickly.
o Comfortable handling cash and processing payments.

Requirements

Must be 18 years or older to apply.

Must have a valid good standing drivers license and reliable transportation.

Completed High School or GED.

Previous experience in customer service, recycling, or transportation industry preferred.

[ understand all job duties, qualifications and requirements on the position listed above.

Signed: Date:

5493 Express Circle, Madison, WI 53704
Phone: (608) 244-5451  Email: HR@RecycleThatStuff.com



