
Job Posting

Tel-Tru Manufacturing Company
408 St. Paul Street, Rochester, NY 14605
Phone: 800.232.5335 • 585.232.1440  •  E-mail: customerservice@teltru.com  •  Web: www.teltru.com

Tel-Tru is an equal opportunity employer and, as such, affirms in policy and practice to recruit, hire, train, and promote, in all job 
classifications, without regard to race, religion, color, national origin, citizenship, sex, sexual orientation, gender identity, age, veteran status, 
disability, genetic information, or any other protected characteristic. Tel-Tru will not discriminate against persons because of their disability, 
including disabled veterans, and will make reasonable accommodations for known physical or mental limitations of qualified employees and 
applicants with disabilities. If you are interested in applying and require special assistance or accommodations due to a disability, please 
contact our Human Resources department at 585-295-0215. 

Customer Service Associate 
 
Responsibilities:
• Triage customer questions via e-mail and phone call
• Promptly & effectively resolve customer service matters
• Prepare estimates for TTHouse account 
• Follow-up on outstanding quotes for TTHouse account
• Send RFQs for purchase parts to Sales Rep for quoting
• Support sales team members with other duties as assigned
• Create RMAs for customers
• Assist customers with Check-Set recertification’s and maintain the Check-Set database
• Accept customer credit card payments by phone
• Responsible for cleaning & updating Goldmine (CRM) & Syteline (ERP) & SPS Commerce
• Update sales forecast

Qualifications: 
• High School diploma is required
• 3+ years customer service and/or business development experience in manufacturing preferred
• Some sales background preferred
• Must be able to work in a fast paced organization with a sense of urgency
• Strong math and problem solving skills
• Strong interpersonal skills and ability to build relationship
• Strong communication skills

Pay range:   $18.00 - $19.25 

https://www2.appone.com/Search/Search.aspx?ServerVar=germanow-simoncorporation.appone.com

