
Customer Service/Front Office 

Position Summary: 

Crossroads Outdoor Motors is a growing service, repair and parts business. We provide services for a wide variety of 

outdoor power equipment and off-road vehicles. In addition, we offer warranty services and repairs for other 

companies. We are looking for an outgoing, friendly person to join our team. This position is responsible for working 

with customers and technicians to provide a clear line of communication from beginning to end on repairs and services. 

This position is responsible for ordering parts as needed, as well as monitoring, maintaining and organizing on-hand 

inventory. We are looking for someone that is eager to learn and be part of the team. Experience in the repair industry is 

not required, willing to train the right person. 

Duties: 

 Answer phones and greet customers. 

 Communicate with customers and technicians concerning repair progress, repair estimates, repair completion, 

etc. both verbally and electronically. 

 Proficient in using technology; including computer use, online ordering, text messaging, email and mobile phone 

apps. Able to troubleshoot technology related problems. 

 Maintain records both on paper and electronically. 

 Write invoices, estimates, purchase orders etc. 

 Order parts and supplies as needed. 

 Maintain and update inventory. 

 Process incoming freight shipments 

 Organize delivery/pick-up and on-site service scheduling. 

 Assist customers in loading and unloading equipment as needed. 

  Maintain front office and assist in organizing and cleaning other areas of facility as needed. 

 Other duties as assigned. 

Minimum Qualifications: 

 Strong verbal and written communication skills. Must be able to write legibly as well as use a keyboard; using 

appropriate language. Must be able to clearly communicate with customers as well as staff; in person, over the 

phone and electronically. 

 Punctual and reliable. 

 Outgoing, personable and able to work with a variety of people in a professional manner. 

 Able to multi-task and organize information and paperwork neatly and clearly. 

 Able to occasionally stand for long periods of time and lift 50 pounds. 

 Able to work independently with little supervision. Self-motivated with a desire to improve. 

 Able to pass a criminal background check, current Driver’s License, clean driving record, reliable transportation. 

 Pragmatic problem solver. 

 Willing to be trained. 

Desired Qualifications: 

 Experience working with the public 

 Experience operating machinery (i.e. ATV’s, motorcycles, lawn equipment, etc.) 

 Experience working on/maintaining equipment, vehicles, etc. 

 Some understanding of engines and drive systems. 

 Experience/training using Word & Excel. 


