SOCIETY OF PETROLEUM ENGINEERS

Job Description

Job Title: 

CS- Customer Services Assistant
Job Location: 
Kuala Lumpur, Malaysia

Reports To: 

Customer Services Supervisor, KL 
SUMMARY 

Provide the optimum customer service needed to maintain and enhance SPE business, enabling the CS Assistant to provide a full range of support/services necessary to ensure that all customer requirements and needs are met.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

1. Responsible to respond to Customer Service inquiries pertaining to membership, dues/fees, address maintenance,  paper sales, SPE online products and services and other general information received by phone, fax, mail and email.

2. Provide efficient and expedient data management and/or resolution for member record maintenance including address changes and any processing related to the member account. 

3. Review and complete processing of all applications for new membership, reinstatement and change of status.  Checking for accuracy and completeness and coding accordingly. 

4. Create invoices for Bulk Company payments when requested. 
5. Research wire transfer payments received and post payments related to membership.

6. Responsible for resolving membership issues, and posting payments.

7. Provide website login assistance which may include resetting password details as needed.
8. Troubleshoot website issues and escalate to the support centre as necessary.  Communicate issues to the CS team.
9. Responsible for special projects as assigned by Customer Services Supervisor.

10. Responsible for weekly status reporting to Supervisors and Senior Manager Customer Services.

11. Responsible for daily recording of time in project/time tracking software system.
QUALIFICATION REQUIREMENTS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Degree holder with 2-3 years of related work experience or an equivalent combination of education and experience. Possess excellent communication skills and good mathematical skills. For those without the necessary educational qualifications,  5-6 years working experience in a similar capacity will be considered.

COMMUNICATION SKILLS 

An excellent command of oral and written English is essential. Ability to speak,  read and write Bahasa Malaysia, Mandarin and other languages is an advantage.  Ability to effectively present information in one-on-one and small group situations to customers and other employees of the organization.    

OTHER SKILLS AND ABILITIES 

· Customer Service Oriented

· Superior telephone skills

· Clear speaking voice

· Self Starter

· Organised 

· Detailed Oriented

· Ability to work independently with little supervision

· Excellent interpersonal skills

· Computer Literate

· Data entry experience

· Multilingual a plus

REPORTING PROCEDURES: The employee will report directly to the CS Supervisor for daily work assignments. 

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an 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.

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; talk or hear; and taste or smell. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderately quiet.
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