STEYIE

al Op, portunity Employer

CAREER OPPORTUNITY

| orientation, well organized and analytical skills.
orking knowledge of Microsoft Office Suite (including, but not limited to Outlook, Excel, and Word).
' Excellent communication and follow up skills.
+ Demonstrated professional writing skills.
' Strong people skills to build solid relationships with professionals at all levels.
~» Demonstrated ability to plan well and prioritize work.
-« Must be able to remain calm under pressure and maintain records in a timely and accurate mode.
» Team oriented and collaborative to achieve company goals and customer satisfaction.
» Experience with CRM systems; i.e. Salesforce.
 Experience with ERP Systems; i.e. SAP, Infor, etc.
 Experience dealing with outside vendors/manufacturers.

JOB DESCRIPTION:
* Resolve customer inquiries regarding orders status, discrepancies and proof of deliveries.
» Maintain disposition of orders including routing, dates and shipping changes.
* |Interface with factories regarding expedites and purchase order maintenance.
* Process RMA’s and coordinates factory returns and repairs.
* Resolve Steven Engineering/ factory shipping discrepancies and process order replacements.
* Complete customer MRP and open order reports.



* Assist Inside and Field Sales.

* Process cancellations and re-enters.

e Bi-Annual open order clean-up.

 Addresses quality issues and corrective actions.

* Interfaces with receiving department on inventory control.

* |nvestigates and resolves disputes and claims.

* (QOccasional heavy lifting of product up to 25lbs as necessary.

HOURS OF WORK:
8:00 am to 5:00 pm. Overtime when necessary.

PAY RANGE:
$20.00 - $24.00 per hour, DOE.

STEVEN ENGINEERING PROMOTES AND THRIVES IN A TEAM ENVIRONMENT.
This job description is not intended to be all-inclusive, and employee will also perform other reasona

candidates best suited for the position and to seek employees that meet the criteria for the |
regard to age, ancestry, color, disability, ethnicity, marital status, medical condition, nai

HOW TO APPLY:

Internal Candidates — Please contact a member 0
Request Form. A

Submissions by e-mail: hr@steveneng. S
Our job number 472006-04 MUST be refert the subiect line to be c
Online: www.StevenEngineering.com/Co mployOpps.html
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