
 

 

 

 
NORTH AMERICAN COMPOSITES is a national distributor of composite raw materials. For over 30 years, we 
have served manufacturers in marine, cast polymer, corrosion, construction, consumer, and related composite 
industries. We provide national coverage with local service through our 28 distribution centers in the U.S. and 
Canada. Each of our locations serves local customers with fast and efficient deliveries of the products they need. 
 
We have an exciting opportunity for a Customer Service Representative for our distribution facility located in 
Mishawaka, Indiana.  
  

Essential Functions: 

 Receive inbound customer order via phone, fax or e-mail 

 Enter sales orders in the system and ensure complete and accurate disposition to the warehouse 

 Determine availability of requested product through correspondence with suppliers and purchasing agent 
and requisition product, through purchasing, if necessary 

 Communicate any and all stock shortages to our customer immediately 

 Respond to customer inquiries such as price, availability, product certification, MSDS, basic technical 
information 

 Solve customer problems and complaints in a timely manner 

 Continuously monitor open orders including direct shipments (especially at month-end processing) 

 Manage customer short stocks and back orders that remain in the system 

 Process or close all back orders 

 Initiate customer return material requests 

 Prepare all customer documentation necessary for shipments and follow process from the start to finish 

 Double check bills for accuracy of count, measure and amount especially in international shipments making 
sure proper amounts are taken out of and put into inventory 

 Coordinate with Purchasing on all purchase order requirements, ship dates, and availability 

 Coordinate warehouse transfers with Purchasing 

 Support Sellers on the following: 

 Make call backs on pricing, product information and supplier issues 

 Update customer’s computer system pricing per sellers request 

 Send price increase letters to customers as requested 

 Assist seller when they are not available to serve the customer 

 Assist in managing inventory levels with help from sellers to keep in line with company directives 

 Develop, maintain, and execute a key account call list making calls daily 

 Support Credit Department by researching and resolving customer short pays 

 Support Purchasing by making them aware of stock outages and/or customer stock requirements and 
obtaining COAs and/or MSDS from suppliers 

 Support Warehouse by faxing customer COAs and MSDS as necessary, calculating UPS and/or common 
carrier charges as necessary 

 Performs other duties as assigned by management.  

 Punctuality and regularity of attendance are job requirements. 
 

  



Required: 

 Must have strong customer service skills, math aptitude, and computer/data entry skills.  

 Previous related experience required, inside sales experience helpful. 
 
Ideal Candidate:  

 2 years previous customer service experience in a distribution setting. 

 High School Degree or Equivalent. 

 Excellent phone communication and interpersonal skills. 

 Strong Math, Computer / data entry skills. 

 Inside sales experience is helpful.  

 

Comprehensive Benefits Package: 

 Competitive Salary 

 Paid Weekly on Fridays 

 Medical Benefit Plan Options 

 Dental Plan 

 Vision Plan 

 Life Insurance Plan 

 Short and Long Term Disability Plans 

 Medical and Dependent Care Flexible Spending Plans 

 401K Plan that includes matching as well as profit sharing 
 

 
If you are results oriented and meet the requirements, please submit your resume, cover letter, and salary 
requirements via mail, email, or fax to: 
 
North American Composites 
Attn: Hiring Manager 
1225 Willow Lake Blvd 
Saint Paul, MN 55110-5145 
Fax: 651.481.9170 
Email: jobs@ip-corporation.com                                 079-16  


