CUSTOMER SERVICE AGENT
JOB DESCRIPTION

· Provides friendly service to maintain positive relationships with all internal and external customers.

· Works in a cooperative spirit to ensure the success of our company.

· Responsible for providing Customer Service to people desiring to travel, or baggage service by servicing aircraft at ramps and terminals.

· Responsible for providing Customer Service to people boarding the aircraft.
· Responsible for servicing aircraft to ensure on-time departures and quick turnarounds and to make up time on delayed flights.

· Works at the ticket counter, gate, and operations area at the airport.

· Handles any aspect of ticketing and check in, boarding, baggage service, and resolving complaints and problems.

· Handles cash, checks, credit cards, travel vouchers and coupons as forms of payment for tickets.

· Computes charges, makes change and balance of daily transactions.

· Is responsible for overage or shortage.

· Checks in baggage.

· Answers telephones to provide information to callers, pages Customers, and assists internal callers.

· Boards aircraft in a timely and efficient manner.

· Deals with mishandled Customers as a result of delayed or cancelled flights, lost, delayed, or damaged luggage.

· Resolves such problems quickly and within the guidelines established by the Company or the Company’s Customers.

· Provides current and accurate fare, schedule, reservations, flight arrival/departure information and answers all general inquiries from Customers and other visitors to the airport terminal.

· Guides and directs aircraft onto ramp.

· Receives and records customer baggage and company materials as required.

· Picks up, delivers and transports baggage to and from aircraft and prepares records in connection with these responsibilities.

· Safeguards Customers baggage and COMAT from weather, loss, theft, damage and/or destruction.

· Uses ramp frequently to carry items checked at the gate to the aircraft bin.

· Performs interior aircraft cabin cleaning by hand, including sweeping upholstery, cleans windows, galleys and disposal containers in accordance with applicable paperwork.

· Cleans and services lavatories, operates lav carts and disposes of contents in accordance with established procedures.

· May perform duties of a Provisioning Agent, including stocking aircraft cabin interiors for flights with equipment and supplies such as blankets, literature, disposal, and refuse containers in accordance with applicable paperwork.
· Maintains an inventory of such items and supplies.

· Transports cabin and cleaning equipment between aircraft and storage area.

· Works in the vicinity of and between passenger terminals and hangers, both indoors and outdoors.

· May be exposed to a wide variety of weather conditions, jet and machinery noises, fumes, dirt and dust for extended periods of time.

· Performs frequent heavy lifting of materials of 70 pouds and/or move.

· Bends, stoops, kneels, and crawls for extended periods, often in confined areas, placing and removing baggage from the conveyor belt, aircraft and ground equipment.

· Completes forms and paperwork connected with work assignments according to established procedures, and enters such information in the company’s information system as required.

· Provides friendly service to all Co-workers and Customers.

· May perform other job duties as directed by Employee’s Leaders.

· Writes irregularity and complaint reports as required.
· Closes out flights; files and maintains accurate flight papers.

· Provides special services needed on aircraft such as customers with disabilities.

· Properly maintains and wears the uniform by Company regulations and presents a neat and professional appearance while on duty.
