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	POSITION DATA SPECIFICATION


	Position Title:
	Customer Service Representative客户服务代表
	Date:
	

	Organization/Location:
	ITT Wuxi

	Reporting Line:
	Sales and Program Manager China销售及项目经理(中国)

	
	


Part 1. Describe the Position
Summary: 
(1) Job Purpose: One-sentence description of the overall purpose/mission of the job; the rationale of why the job exists and how it contributes to the company. 

(2) Goals and Objectives: Several bullet points for setting performance objectives.

1) Transferring of customers’ order to internal order, assurance of in-phase production plan and product delivery

2) Effective management and promotion of sales data and customers’ orders

3) Sales data collection and monthly reporting

4) Tracking of payment from customers to ensure acceptable DSO

5) collection of customers’ complaint, customers’ claim and customers’ satisfaction statistic from CS side

6) Collection and archives of sales documents (customers’ drawings/requirements

/orders and internal orders, etc.)

7) Inventory control and management

8）Assistant to sales manager and account manager to handle some internal daily affairs
1。把客户订单转为内部订单，确保生产计划和产品交货同步
2。销售数据和客户订单有效管理。
3。销售数据收集，月度报表。

4。 客户的付款追踪
5。收集客户的投诉，要求和满意度统计。

6。收集销售文件（客户需求，订单）。

7。库存管理
8．协助销售经理，客户经理处理日常事务
Part 2.
Describe the Person
A) Minimum professional and educational background desired (include years of experience).
- University graduate in mechanical or engine engineering and/or marketing, business management/English


- The successful candidate will display personal integrity and assertiveness and will possess the following characteristics:
-Excellent interpersonal skills, good communicator, moderator and facilitator
-Good technical knowledge / technical understanding
-Proactive, passion, drive and flexible.
1.本科以上学历，机械工程, 市场营销或商务管理专业；

2.  为人正直，自信。
3. 人际关系良好。
4. 有机械方面的知识。

5. 积极，热情，驱动，灵活。

B)
Describe the most important competencies required of the individual.

(1) Include the competencies identified for the position that differentiate superior performance.
(2) Job fit highlight: the factors within the job that certain employees may find particularly satisfying or dissatisfying. Such as, heavy volume of paper work, travel into dangerous countries, opportunities to work with all kinds of people. 
· Customer focus
· Effective communication
· Execute through IMS/Lean
· Collaborate for advantage
· Integrity

C)
Other: Key success factors
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed above are representative of the knowledge, skill and ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

D) Career Pathways: identify the classification/s that might be next career opportunity for employees in the classification. 

	签名:
	

	入职日期:
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