
 
900 Old Bethlehem Pike, Po Box 79, Line Lexington, PA 18932 / www.carneyphc.com / 215-822-9029 

 
Position: Customer Service Representative, Full Time 
Location: Hatfield, PA 
Compensation: Commensurate with experience; Salary + Incentive 
To Apply: Send resume and cover letter to sarah@carneyphc.com 
 
About Us: 
Carney Plumbing Heating & Cooling was founded in 1976 by Kevin J. Carney and Diane Carney. Carney Plumbing Heating 
& Cooling furnishes, installs and services all types of plumbing, heating, ventilation, and air conditioning equipment. 
When looking to make a home investment or repair for you and your family, it is very important to choose a company 
that not only provides quality products, but can promise dependable service for the lifetime of that product. Choose the 
company that over 20,000 families in Bucks and Montgomery Counties rely on when it comes to their plumbing, heating 
and air conditioning needs! 
 
Job Description: 
Our Customer Service Representative is our first point of contact with customers and a key member of the Carney 
Team. The CSR must have strong phone skills and be able to build a rapport with customers and our technicians.  
 
Responsibilities Include: 

 First point of contact with customers  
 Schedule, re-schedule, confirm and follow up with customers via phone and email 
 Provide information regarding service charges, maintenance agreements and other pricing 
 Use the CRM system, SuccessWare, for scheduling and reporting  
 Draft proposals and send them to customers on behalf of the technicians 
 Scan and file invoices, proposals and other documents 
 Direct mailing including appointment reminder post cards   
 Dispatch technicians as needed 
 Company liaison at various community events as needed 
 Other administrative duties as necessary 

 
Requirements: 

 Previous experience in sales or customer service is preferred 
 Industry experience is a PLUS, but not necessary 
 Must have flexible availability  (including rotating Saturday schedules) 
 Ability to work in a fast paced environment where changes are common 
 Must be open to learning and recurrent training 
 Must be motivated to work independently and multi-task 
 Must have proficient computer skills including Microsoft Office (Word, PowerPoint, Excel, Outlook, etc.) 
 Strong written and verbal communication skills  
 Ability to establish rapport with customers  

 
Why join our team? 

 Innovative Company that leads the marketplace 
 Potential for growth and personal development 

http://www.carneyphc.com/


 Great team atmosphere 
 Paid training and on-boarding 
 Paid vacations and personal days 
 Benefits including: 

o Medical/Dental/Vision insurances 
o Life Insurance 
o Retirement Plan 

 Competitive Compensation: Commensurate with experience; Salary + Incentive 
 
We Live by Our Core Value: 

 Safety: Think twice, act once – for our family and theirs 
 Excellence: Exceeding every customer’s expectations through superior customer service and workmanship 
 Integrity: Doing the right thing even when no one is watching 
 Teamwork: Respect and appreciate the work of every team member 
 Perspective:  Attitude is a little thing that makes a big difference. 

 
EQUAL OPPORTUNITY EMPLOYER 

Equal Opportunity Employer, including disabled and veterans. 
 
To Apply: Send resume and cover letter to sarah@carneyphc.com! 

 

 


