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Customer Service Rep  

Classification 
Nonexempt, hourly wage

Reports to 
Account Services Manager, Nick Cobb
Date - March 2017 

JOB DESCRIPTION 
 
Summary/Objective  
 
The customer service rep will communicate and collaborate with customers, guiding 
them through the video production process.  They will establish and develop long-term 
business relationships based in honesty and integrity with satisfaction and conflict 
resolution a priority.  They must have the ability to communicate by email and phone in 
a timely and effective manner.  Success is measured by the ability to manage the needs 
of multiple customers simultaneously, and to retain, grow and support both existing and 
new customers. An understanding of the film/video production process is helpful, but not 
necessary. 

Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

1. Meet client deadlines in a fast-tempo, quick turn-around, work environment. 
2. Problem-solver, seeks ways to connect with the customers on a personal level.
3. Coordinate customer projects with Production Manager.
4. Inform customers of new creative content available for production.
5. Ability to provide basic script copywriting and copyediting. 
6. Manage project approval process between customer and production team. 
7. Understand product offerings and pricing structure.
8. Prepare for production meetings. 

311 S Minnesota Avenue  Sioux Falls, SD 57104  605-331-5630



�

�2

JOB DESCRIPTION  (continued)  

Competencies 
1. Well organized with strong project management skills.
2. Detailed and accurate in communication.
3. Reliable time management.
4. Computer technical capacity with established business software.
5. Flexibility.
6. Decisive and calm with the ability to multitask. 

Supervisory Responsibility
This position has no supervisory responsibilities. 

Work Environment 
This job operates in a clerical, office setting. This role routinely uses standard office 
equipment such as computers, phones, and filing cabinets. 

Physical Demands 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. 

This is largely a sedentary role; however, some filing and moving around the office to 
meet with co-workers is required. This would require the ability to lift files, open filing 
cabinets and bend or sit on a stool as necessary. The employee is frequently required to 
sit for long periods of time. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand; walk; use hands to finger, handle or feel; 
and reach with hands and arms. 

Position Type/Expected Hours of Work  
This is a full-time position, and hours of work and days are Monday through Friday, 8:00 
a.m. to 5:00 p.m. Occasional evening and weekend work may be required as job duties 
demand. 

Travel 
No travel is expected for this position.
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JOB DESCRIPTION  (continued)  

Required Education and Experience 
1. Bachelor’s Degree in business, media arts or liberal arts. Or,
2. Three (+) years of ad agency, broadcast, creative team experience.  Or,
3. Three years of experience in video production, broadcast, cable. Or,
4. Three years of experience as a customer service representative.

Preferred Education and Experience 

1. Google Software - Gmail, Drive, Apps. 
2. Written communication. 
3. Apple Macintosh computers. 
4. Microsoft Office - Word and Excel. 

Additional Eligibility Qualifications 
None.  

AAP/EEO Statement 

Dakota Video and Post provides equal employment opportunities to all employees and 
applicants for employment without regard to race, color, ancestry, national origin, 
gender, sexual orientation, marital status, religion, age, disability, gender identity, results 
of genetic testing, or service in the military.  Equal employment opportunity applies to all 
terms and conditions of employment, including hiring, placement, promotion, 
termination, layoff, recall,  
transfer, leave of absence, compensation, and training. 

Dakota Video and Post expressly prohibits any form of unlawful employee harassment 
or discrimination based on any of the characteristics mentioned above. Improper 
interference with the ability of other employees to perform their expected job duties is 
absolutely not tolerated.  

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities that are required of the employee for this 
job. Duties, responsibilities and activities may change at any time with or without notice. 
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