Customer Operations Coordinator
The United Way of Southeastern Pennsylvania’s mission is to improve people’s lives by mobilizing the caring power of donors, volunteers and communities.  We have an excellent opportunity for an experienced, individual to join our Customer Operations team.  The Customer Operations Coordinator will provide superb customer service assistance to our donors, agencies and United Ways.
Essential Functions:
· Work with Director of Customer Operations/Customer Operations Manager to ensure timely communications to donors, agencies, and United Ways. 

· Tracking and resolution of donor, company and agency inquiries via helpline, voicemail, e-mail and written correspondence.

· Primary responsibility for confirmation/thank you letter process;

· Complete updates to donor and agency information in ANDAR; designation changes, names, address, phone numbers, etc.

· Complete updates/changes to donor designation records.

· Facilitate correction of errors to ensure donor transactions including corrections to pledges and pledge cancellations.

· Work in a coordinated effort to assist with new agency eligibility, re-eligibility, and write-in agency processes.

Requirements:
· High School diploma required, an Associate Degree preferred;

· Three (3) years professional work experience preferable in a customer service setting.

· Working knowledge of computers, phones, and other typical office equipment;

· Proficiency with Microsoft Office Suite;

· Practical skills with data entry, navigation and use of software;

· Ability to give clear written and verbal instruction and advice to external customers; 

· Set priorities which reflect the relative importance of job responsibilities;
· Ability to manage tasks from start to finish within a project for timely and accurate completion; 

· Ability to exercise judgment to solve operational and customer service issues where the answer is not apparent.

The successful candidate is detailed oriented, a quick learner, self motivated and is able to establish and maintain cooperative working relationships with staff members, subordinates and administrators. 
For consideration, please respond with a cover letter and resume to United Way of Southeastern PA, 1709 Benjamin Franklin Parkway, Philadelphia, PA  19103, or e-mail to:  HRC@uwsepa.org.  Resumes without a cover letter will not be considered.  No phone calls.  EOE

