Barrett Distribution center 
Position Description
Position Title:
Business Process Trainer – Customer Service            Date:
October 2015
Reports To:  
Director Business Process Improvement

                FLSA:
Exempt 
GENERAL SUMMARY 

Responsible for training existing and new employees throughout the company with an emphasis on process improvement within the customer service function. In addition, will be responsible for analyzing the systemic setup, process, and productivity of pre-determined accounts. The goal is to optimize and reach best practice in all role-specific operation of the account in collaboration with operations side of the team.
The Customer Service Business Process Trainer will work directly with Director of Business Process Improvement, in the application of comprehensive project plans aimed at implementing new business processes and best practices.  This role will interact primarily with customer service staff in the general functional areas specific to accounts either within the same building or elsewhere.  
Continually focus on the quality, business process improvement, and customer optimization during training and account analysis to ensure both Barrett Distribution Centers and the customer’s needs are being met, while maintaining high quality, cost effective services.  
Consistently exceed corporate values and objectives.

ESSENTIAL JOB FUNCTIONS
· Responsible for account analysis using observation of practices, interviews, and reporting

· Reporting on findings in some representation or presentation (PowerPoint), written, and verbal form 

· Adherence to and teaching of Barrett Distribution Centers’ standard procedures
· Support the Business Process Director in development and update of Barrett Distribution Centers’ standard procedures
· Key role in the implementation of new business processes and systemic improvements based on analysis
· Training of new and existing staff in a combination of one on one, group, and classroom style training

· Collaborates with cross functional departments in order to achieve desired goals
· Observe and assess customer service staff in the area of focus in order to determine current state and use information to assist in determining desired state/best practice
OTHER DUTIES AND RESPONSIBILITIES

· Other duties as assigned
· Up to 50% travel to Barrett Distribution Centers’ facilities
COMPETENCIES

· Communication - Able to respond and exchange ideas clearly and effectively through writing, speaking, and presentation; share appropriate information to keep people informed; is seen as approachable
· Teamwork - Values the opinions of others; assists others when needed; participates effectively as member of a team; balances personal contributions and needs with those of other members of the team to achieve common objectives
· Problem Solving - Analyzes problems to identify probable cause; thinks of new possibilities; identifies critical issues and develops options for addressing them; able to incorporate other viewpoints as part of the process of developing solutions
· Initiative – exhibit constant and earnest effort to accomplish assigned duties and be willing and eager to take on additional duties

· Ability to work autonomously

PREPARATION, KNOWLEDGE, SKILLS & ABILITIES

· Demonstrated ability to problem solve across a variety of business processes 

· Thorough understanding of business processes and process improvement 

· Working knowledge in all Microsoft applications 

· Strong comprehension of Word, Office, Excel
· Use of SharePoint or other company intranet of similar structure
· Working knowledge of 3PL warehouse operations and WMS preferred
· Working knowledge of Supply Chain and Transportation preferred
· Previous knowledge of Synapse WMS system preferred
· Strong  interpersonal and communication skills

· Proven ability to work well under pressure in a fast paced environment

· Must be highly organized with strong attention to detail

· Ability to read, write and communicate in the English language
·   Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar
· Effective oral and written communication skills targeted at all levels 

· Excellent listening and note taking skills

· Ability to apply professional, polite telephone communication skills
WORKING CONDITIONS/PHYSICAL DEMANDS

· Regularly sit, and use hands to finger, handle or feel or to talk or hear
· Frequently reach with hand and arms, and stand and walk
· Specific vision abilities required by this job include close vision and ability to adjust and focus

· Occasionally lift and or move up to 20/50 pounds.  (choose or add applicable weight)
· The noise level in the work environment is usually moderate to loud
· The temperature in the work environment can vary from extreme heat to extreme cold
· Air and vehicle travel required

The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.

*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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