[bookmark: _GoBack]TITLE:				CUSTOMER SERVICE ASSOCIATE (CSA) – PACKAGE EXPRESS AGENT
								
COMPANY:			GREYHOUND LINES, INC. /CUSTOMER SERVICE

REPORTS TO:		PACKAGE EXPRESS SUPERVISOR


JOB SUMMARY:

The Customer Service Associate (CSA) will perform activities in accordance with company standards to accomplish the company objective of being the lowest cost, highest quality provider of ground transportation.  Quality being defined in terms of excellent customer service, cash handling, safety, on-time performance, ease of use, cleanliness of terminal and buses, and pleasant experience.


JOB ACTIVITIES:

In some locations, CSA may be required to perform all the tasks listed below.  Other larger locations may require only certain tasks listed below to be performed.  It is always at the Terminal Manager/Supervisor’s discretion to determine what your specific daily tasks will be.

PACKAGE EXPRESS AGENT DUTIES:

1. Calculate shipping cost using actual weight.

2. Forwarding shipments:
     a. Knows basic U.S. geography.
     b. Prepares accurate shipping documents and all needed labels.
     c. Accepts payment.
     d. Provides shipper’s receipt.
     e. Provides correct change or credit document.
     f.  Follows proper cash handling procedures.
     g. Attaches busbill to shipment.
     h. Moves shipment to sort area.
     I.  Scan all shipments before loading on the bus.

3. Receiving shipments:
     a. Scan shipment and notifies customers that shipment has arrived.
     b. Verifies received priority shipments.
     c. If shipment is collect, advises of charges due.

4. Customer picks up shipments:
     a. After customer identifies herself/himself, retrieves busbill and shipment.
     b. Have customer print and sign name and date on busbill.
     c. If charges are collect, accept payment or processes as charge item.
     d. Give customer receipt (busbill)
     f.  Follows proper cash handling procedures.


OTHER DUTIES:

1. Performs other duties as assigned.






REQUIREMENTS:

Career oriented, excellent customer service skills.  Bilingual a plus.
Data entry and keyboarding skills are a must.
Must be able to multitask.
Must be able to interact with customers from other countries.
Must be able to track, trace and follow up shipments with customers.
Must be able to lift up to 100 pounds.




