
BRODART COMPANY 

IS ACCEPTING APPLICATIONS FOR: 

 

 

POSITION:   Customer Care Associate - McNaughton 

DEPARTMENT:   0242 - McNaughton 

FACILITY:  Arch Street, Williamsport 

 

JOB SUMMARY: 
Reporting to the Group Leader, Customer Care, this position is responsible for the setup of new 
and maintenance of existing customer accounts, resolving and dealing with customer problems 
and questions to ensure the satisfaction of Brodart Books customers with the products and 
services provided. 

 

ESSENTIAL FUNCTIONS: 

 Resolves customer problems and answer questions dealing with system 
configuration/setups, product content and functionality, billing and contracts to include 
appropriate referral and escalation or follow up with other internal service areas as may 
be necessary.  Takes ownership of issues and ensuring problems are resolved promptly, 
completely and professionally; 

 Manages individual contracts and renewals for customer base making inventory and 
allowance adjustments to the customer’s subscriptions as necessary; 

 Maintains an in-depth understanding of Brodart's technical products, support protocols, 
customer contact applications, and departmental procedures, as well as a basic 
knowledge of the company's other products and applications used by customers; 

 Accountable for accuracy and timely completion of assignments, reports or other 
customer documentation and communications and 

 Supports the needs of colleagues and the department as may be necessary or required. 

 

REQUIRED SKILLS AND ABILITIES: 

 Strong organizational skills and ability to prioritize tasks to handle multiple assignments 
in a fast paced environment with competing demands of customers, internal as well as 
external; 

 Excellent communication skills with the ability to consistently display a friendly, 
courteous positive and professional attitude in both words and actions; 

 Proficient computer skills and ability to use Microsoft Office Suite products (Word, 
Excel, Outlook, etc.) and familiarity with relational databases preferred. 

 

MINIMUM QUALIFICATIONS: 

 High School diploma or GED equivalent required; 

 One to two years of customer service/sales experience and  

 Previous library service or accounting knowledge preferred.  
 

BRODART IS AN EQUAL OPPORTUNITY EMPLOYER AND AN EQUAL OPPORTUNITY 
EMPLOYER OF PROTECTED VETERANS AND INDIVIDUALS WITH DISABILITIES. 
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