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Client Service Specialist Supervisor’s Job Description

· Supervise CSS Team
· Coordinate new hire mentoring and training, administer and oversee new hire testing
· Maintain and enforce TSAH and CSS standards and protocols
· Monitor CSS interaction with clients
· Create CSS schedules-adjust as needed to maintain adequate coverage 
· Perform employee reviews as warranted

· Financial
· Accounts Receivable
· Create monthly client A/R statements
· Manage client A/R
· Care Credit
· Coordinate with clients
· Coupons/Vouchers
· Coordinate and maintain all food, heartworm and flea coupons
· Send off spay/neuter vouchers for payment

· Computers
· Cornerstone
· EOM Cornerstone reports
· EOY Cornerstone reports
· Manage Doctor’s schedules
· Troubleshoot Cornerstone related issues
· Update & implement new Cornerstone-related procedures as needed 
· Train all staff members on new Cornerstone procedures
· Computerized Correspondence
· Respond to clients’ emails
· Manage client’s requests via Pet Portals (reservations, prescriptions, etc.)
· Update and Maintain website
· Oversee and maintain social networking pages (Facebook, Twitter, etc.)

· Inventory
· Food Inventory
· Manage and maintain
· Counts
· Check expiration dates
· Organize
· Order
· Emagine program and scanner for ordering through Webster Veterinary Supply
· Hill’s Prescription Diet
· Purina Veterinary Diet
· Fax orders to Southland
· iVet Pet Foods
· Receive inventory into Cornerstone and put away
· Employee/Search & Rescue Heartworm & Flea Preventative Inventory
· Manage and maintain
· Counts
· Dispense
· Pet Products/Retail Inventory
· Manage and maintain
· Lupine Collars & Leashes
· Kong Products
· Toys
· Zoom Groom
· Stuffing Paste
· [bookmark: _GoBack]Other various retail items
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