“Employment Proposal for a Customer Relations Representative”




Rationale:  Increase your profits by improving the rate of customers who keep their appointments by having a staff person who will primarily serve the following functions:

(a) Organize customer files and create a customer information bank;
(b) Contact customers prior to scheduled appointments;
(c) Keep customers informed of special sales and events and keep an up to date file on each customer which will include referrals of friends and family to contact for developing new business; and,
(d) Serve as a customer advocate by inviting feedback on improving and /or expanding services.

Who:  Marcia Williams is an independent self-starter who recently graduated from clerical skills training at Altmont Adult School.  She offers keen organizational abilities, excellent communications skills and a highly cooperative and cheerful attitude.

How:  Marcia needs access to a basic data entry computer system, a filing cabinet and a phone.  She can work 20-30 hours per week, afternoons and evenings, depending on the needs of the business.

Conditions:  Marcia will provide these services at $8.00 an hour for the first three months.  If after this period of time you find her work to be as profitable as we expect, she will continue as a permanent employee for $10.00 an hour.

From Denise Bissonnette’s Beyond Traditional Job Development.

