
 
 
 
 
 

Customer Service Representative  
 
Dynamic, high-tech Company in growth mode looking to fill full-time position reporting to Director of Inside Sales.   Principal contact for all matters 
regarding Customers’ transactional relationship with Company and Divisions.  Establish and build relationships and trust by meeting and exceeding 
Customers’ expectations with exceptional support concerning information relating to the purchase of products and services. 
 
 Responsibilities: 
 
Act as principal contact for all matters regarding Customers’ purchase orders and other requests (e.g., quotes, samples, first-article inspection 
parts), including: 

- Calculating and quoting prices for standard products 
- Determining availability and/or lead time of ordered items 
- Suggesting alternatives/substitutes, when appropriate 
- Advising Customers of expected delivery dates and methods 
- Gathering all necessary information to enter and process purchase orders 
- Entering orders into the computer system and maintaining order system accurately and completely 
- Providing timely information and notification to others that need to be involved to satisfy Customers’ requests 
- Acting on The Customers’ behalf to assure that Company is doing everything appropriate to satisfy Customers’ needs 
- Following up on orders and requests to assure meeting delivery commitments 
- Communicating any changes or variations in commitments to Customers on a timely basis, 
- Following up on quotes, samples, orders, etc., that have been sent to see if Customers have any questions or need additional assistance 
- Provide information and reports from the sales order system per schedule (i.e., weekly, monthly, etc.) and as requested. 
- Develop and maintain a working relationship with the sales network, including reps and distributors 
- Develop and maintain a working relationship with Customers’ purchasing departments 
- Develop and maintain a working knowledge of Firm, its Associates, processes and products 
- Participate in product training 
- Participate and assist with new product introductions 
- Gain familiarity of Company website to assist Customers to navigate 
 
Job Specification(s) of Customer Service Representative  
 
- Be able to work with a high level of independence; must demonstrate initiative, self-motivation, and diplomacy.  Director of Inside Sales 

will be available to advise on handling unusual and non-routine situations. 
- Ability to perform each essential duty satisfactorily 
- Good organizational skills and follow-up 
- Good attention to detail 
- One-year experience or some level of Customer Service experience a plus 
- Working knowledge of Microsoft®, Word®,  Outlook®, Excel®, PowerPoint® 
- Excellent verbal communications (both listening and presenting information) 
- Ability to read, write and comprehend instructions, short correspondence, and memos 
- Ability to effectively present information in one-on-one and small group situation to Customers, Clients, and other Associates 
- Ability to solve practical problems and deal with variables in situations where only limited standardization exists 
- Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form 
- Excellent telephone skills (poise, effectiveness, etiquette, voice quality)  
- Ability to establish, use and maintain information files 
- Ability to perform computer data entry and retrieval using a keyboard/mouse 
- Ability to multi-task efficiently and effectively 
- Flexibility and composure in order to handle multiple urgencies and priorities due to significant phone contact, and, consequently, non-

scheduled demands on time 
- Persistence and versatility to maintain cooperative relationships while requiring commitments be made and met by others in The 

Company in order to complete assignments 
- Reasonable accommodations to enable individuals with disabilities to perform the essential functions 
- Salary commensurate with experience/Full-time position with benefits 

 
Job Type:  Full-time - Full Benefits including HSA and 401K match. Bonus and Cost-of-Living increase. Salary commensurate with experience  
 
Benefit Conditions:  Only full-time employees eligible Job Type: Full-time on-site only  
 
Pay: From $35K per year and/or commensurate with experience / excellent benefits including 401k and HSA (Health Savings Account) Match  



 
BENEFITS: 401K with match / Health w/HSA seed and match, Life, Dental, Vision Insurance / Wellness Program / Fitness Center / Break room with 
video games / Paid Time off / Tuition Reimbursement 
 
Meritec’s Mission – To create a Company with a reputation for superlative quality that generates unique and custom solutions to important 
problems. To use our skills with metals, plastics and product design to create these solutions and to continuously upgrade these skills with 
education, innovation and tool enhancement. To generate enough profit to ensure corporate longevity to significantly reward our Team.  
 
To learn more about Meritec, visit www. MERITEC.com. Interested candidates please send resumes to HR@MERITEC.com  
 
COVID-19 considerations: Please refer to MERITEC.com for Covid-19 Protocols. Meritec is considered an essential provider to Mil/Aero and Medical 
Industries; et al. We have exceeded state and governmental guidelines in ensuring the health and safety of our Work Family.  
 
Requirements: Please forward resume to HR@MERITEC.com   All Candidates must be U.S. Citizens. Candidates must be willing and able to pass a 
background check and drug screening to be considered for a position at Meritec.  Meritec provides equal employment opportunity to all 
individuals/M/F/D/V.  
 
Browse links to learn more about MERITEC: https://www.dropbox.com/s/ojq8ecieyrzocaz/MERITEC-GetToKnowUs-Eng21.pdf?dl=0  
 
https://www.dropbox.com/sh/on1x0jss4oo7wrn/AAB7BvACj2Vfig4jceaOqyj1a?dl=0 – to learn more about Meritec’s Products  
 
https://www.dropbox.com/s/o2js5dzrr63hwtq/MERITEC-INTRO-Virtual-Audio-TOUR.mp4?dl=0  
 
https://www.dropbox.com/s/jlbj55qfc9tb06y/50th-Anniversary-MERITEC-InnovationTimeline_R6_1080p.mp4?dl=0  
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