Turbine Job Description

Position:

Billing Support Representative

Department:

Customer Support

Reports To:

Billing Support Supervisor

FLSA:


Non-Exempt

Purpose:
The Billing Support Representative is provides billing support and issue resolution services to Turbine’s customers.  
Essential Job Functions:

· Provide customer support for Turbine’s game software products and services in a call center environment

· Review and resolve customer billing and account management issues
· Escalate issues to management as appropriate

· Handle customer issues from inception to final resolution
· Conduct research to resolve inquiries or problems that cannot be answered immediately

· Perform administrative support duties (maintains databases, data entry, files, updates customer records, etc.)

· Participate in Customer Support team meetings and activities
· Create written support materials for use internally, or for self-help by customers

· Complete other duties and responsibilities as assigned

Qualifications:
· One year of experience in a Customer Service environment

· A two-year degree or equivalent work experience
· Experience and/or ability to handle confidential personal information 

· Experience with credit card transaction processes

· Excellent verbal and written communication skills
· Excellent customer-facing skills – ability to calm irate customers, resolve difficult issues and remain cool in high-pressure situations

· Strong keyboarding skills and the ability to type at least 30 words per minute

· High attention to detail

· Proficient with Microsoft Office Suite and Internet applications.
This position is located in Westwood, Massachusetts.
