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Job Opportunity

Bethany Press provides solutions for book printing and binding, primarily for Christian publishers. Together, we produce millions of life-changing books each year.  Currently, we have an opening in our Customer Service Department for the right individual.

Position title:

CSR/Production Planner 

Hours:


Monday – Friday 8:00am – 5:00pm
Status:


Fulltime, salary 
Position Responsibilities: 

The main responsibility of this position is to plan incoming print orders accurately and thoroughly to ensure that they are produced to the customers’ specifications while providing excellent customer service and communication throughout the process.

The process includes:

· Entering the job specifications and shipping details into our enterprise software.

· Ensuring proofs are approved, alterations are documented, and invoices are created and received by customers. 

· Logging all pertinent customer communication and information in contact management software.

· Managing customer billing and aid in ensuring invoices are paid on time.

· Being an excellent steward of company resources, including labor, time and finances.

· Performing all duties with accuracy, thoroughness, and excellence 

Position Requirements: 

· Exhibit and encourage the core values of Bethany Press in word and deed.

· Be able to multi-task with multiple active projects and prioritize time daily.

· Possess excellent written and verbal communication skills.

· Have excellent attention to detail

· Be disciplined in the performance of their duties, in communication and in attitude.

· Be innovative in performing their role and contributing ideas toward the betterment of Bethany Press at large.

· Be a positive influence on the morale of coworkers

· Prefer experience using enterprise software systems.

· Prefer experience in book or print production, sales or service.

Apply online at http://www.bethanypress.com/careers/apply/ to be considered

