
 
We have an opening in our Customer Service Department 
 
Job Brief: 
 
Truform Laser Dies is a leading supplier of tooling to the die-cutting industry, we’re looking for a 
customer service representative / sales intern to interact with our customers and process their orders 
in a timely manner with absolute reliability. 
 
Key Responsibilities: 

 Log-in customer orders and book them onto our ERP system 

 Address queries with staff and customers and resolve in a timely fashion. 

 Oversee production schedule and ensure all customer demands are being met 

 Manage core customer data in ERP  

 Partner other departments such as manufacturing and logistics to deliver an optimum customer 

service. 

 Effectively manage phone calls and emails, responding promptly to customer queries 

 Ensure that all related internal /external customer requests are resolved in a timely and 

professional manner working cross functionally when required. 
 
Key Skills & Experience: 

 Good communication and interpersonal skills with experience dealing with wide customer base. 

 Proven track record of working in a Customer Service role. 

 Detailed understanding of key Customer Service Metrics, Processes and Systems. 

 Working knowledge of ERP system or similar 

 Working knowledge of email and other ‘office’ applications on a PC. 

 Sales Order Processing  

 High energy, high creativity but ability to work through the basics too. 

 Ability to work under own initiative & solve problems 

 Strong motivational skills. 

 Excellent attention to detail and a customer care focus. 

 Have good computer skills. 

 Good analytical skills. 

 Ability to multitask and be dynamic in a busy, agile office environment. 

 Excellent verbal, listening and interpretation skills to ensure clear understanding with customers 

and staff. 

 

This role is in a busy office.  It requires focus and commitment, attention to detail and a good 

outgoing personality.  Sometimes it can be hard to show all these traits at once.   But that is the 

expectation on a daily basis where customers expect courtesy, precision, support, tolerance, 

understanding, flexibility and many other characteristics every day – all combined with a need to 

communicate such requirements to the rest of the staff. 

Please apply by email with a C.V. to brendan@truform.ie 


