
Title: Customer Support Specialist
Department: Sales
Position Classification: Full-time, regular
Job Req Opening Date: October 2022
Contact: Shalen Parker - opportunity@indowwindows.com

Company: Indow is an award-winning Portland company manufacturing and selling
energy and noise reducing window inserts. Join our mission to provide our customers with
comfort and quiet while helping preserve the environment and historic buildings.

You: We’re looking for a Customer Support Specialist who will support our sales team by
giving excellent customer service. We hope you share our passion for our community
well-being, continuous team- and self-improvement, and the company’s success.

Job Snapshot: This position will work effectively with our inside sales team to help bring
comfort and quiet to the homes of our consumers across the United States and Canada.
The ideal candidate will be motivated by a passion for growth and learning, highly
computer literate, detail-oriented, organized, and efficient. This is a support role and not a
direct sales position.

This position is eligible for hybrid work (remote + on site) for employees residing in Oregon
and Washington state. For the safety of our employees, their families, and our
community, Indow requires employees working on-site to be vaccinated against
Covid-19 or have an approved medical or religious exemption*.

Key Responsibilities:
● Manage customer inquiries made via phone, email, web chat and our web form, and

provide a warm handoff to our inside and outside sales teams.
● Respond to social media comments/postings and provide updates to management on

social trends
● Utilize Salesforce to manage our automated check-in email campaign system, including

responding to customers, investigating service issues, and file cases
● Perform random check in calls to customers to assess dealer and internal sales team

performance
● Assist with routing dealer calls and provide dealer resource support
● Special assignment projects from the sales department as required, including compiling

research of geographic locations, pulling data reports from Salesforce, and shipping of
sales materials and samples

Primary Qualifications:
● Excellent written and verbal communication skills
● Strong interpersonal skills
● Organized and detail-oriented
● Excellent computer skills and ability to learn our proprietary estimating software and

customized CRM systems

Education and Experience:
● Experience with Salesforce preferred but not required
● Bachelor’s degree preferred but not required
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Compensation:
● $17.00/hour
● Robust benefits package including paid time off; medical and dental insurance;

401k with employer matching; Flexible Spending Accounts; and short term
disability and life insurance

● Stock options

Application Guidelines & Interview Process:
● An initial phone interview with the Customer Engagement Manager to learn more

about your work history and career goals.
● A group video interview with the VP of Sales & Customer Engagement Manager.

Diversity Statement: Indow celebrates diversity and welcomes applicants from any race,
color, religion, sex, sexual orientation, sexual identification, national origin, age, marital
status, disability or veteran's status. We believe diversity, equity, and inclusion leads to
more expansive and varied ideas, information, and perspectives, making us more creative
and improving our decision-making power.

Interested in joining our team? Send your resume and cover letter to
opportunity@indowwindows.com!

* Candidates who have had their initial dose of the Covid-19 vaccine are encouraged to
apply. Until fully vaccinated, employees are tested weekly. Medical or religious exemptions
should be disclosed to the hiring manager during the initial screening.

mailto:opportunity@indowwindows.com

