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Diamond Box Advertising Gifts TR.LLC 

DATA ENTRY 

 Compile, verify accuracy and sort information according to priorities 

to prepare source data for computer entry. 

 Reviewing data for deficiencies or errors, correcting any 

incompatibilities and checking output. 

 Organization skills, with an ability to stay focused on assigned tasks. 

Softlogic Glomark 

Customer Service Associate 

 Maintain strong customer relationships by responding 

professionally and appropriately to inquiries. 

 Escalate customers inquiries to the appropriate department when 

needed. 

 Research and stay up to date with company products, services, 

and processes. 

 Keep track of customer service accounts and relevant data. 

 Recommend process improvements and identify new product and 

service opportunities based on customer needs. 

 Ability to handle a variety of customer needs and provide 

solutions accordingly. 


