
Argon Customer Service Job Description

	JOB TITLE:
	 Argon Customer Service
	EFFECTIVE DATE:
	7/1/2020

	
	
	
	

	DEPARTMENT: 


	Argon Dental
	PREPARED BY:
	HR Manager

	
	
	
	

	SUPERVISOR:
	Clinical and Client Services Manager/Argon
	STATUS:
	Non-exempt


******************************************************************************

BASIC FUNCTION:

This position serves as primary representative for incoming calls for Argon Medical and Dental Crafters Network overflow calls. Employee will provide customer service and administrative support for activity on all Argon accounts.

SPECIFIC DUTIES AND RESPONSIBILITIES: 

1. Be one of the welcome contacts for customers as they arrive to Dental Crafters. 

2. Handling phone calls from customers/clients for Argon Dental.
3. Ensure exceptional customers service while interacting with new and existing customers.

4. Assist with receiving and distributing orders for Argon Dental.
5. Provide correspondence to doctors as needed (screen images, disclaimer forms, etc.)

6. Maintain knowledge of the K3Pro implant system through trainings and other activities.

7. Become proficient in ERP system functions as to create efficiencies and to schedule, track and print reports. 
8. Become an educated user of the CBCT scanner.

9. Provide customer support and education to clients on K3Pro Implant systems and processes. 
10. Assist with customer/client training and seminars (RDI) as needed.
11. Assist with instilling a strong customer service culture throughout the company 

12. Perform other duties as assigned by supervisor 
JOB REQUIREMENTS

· Ability to convey technical information in a way that is understandable

· Demonstrated ability in providing exceptional customer service in a business environment

· Ability to communicate effectively with owners, customers, and other employees

· Knowledge of Microsoft suite or other personal computer applications

· Attention to detail, well organized and good people skills

· Ability to follow and document protocol for office functions

Employee Acknowledgement:
This job description describes the general nature and level of work performed by employee assigned to this position.  It does not state or imply that these are the only duties and responsibilities assigned to the job.  The employee may be required to perform other job-related duties as requested by Management.  All requirements are subject to change over time, and to possible modification to reasonably accommodate individuals with a disability.  

                                              

            ________________           

Employee's Signature



Date

