Customer Service/Admin Specialist
DDP Interactive is a Phoenix, AZ based company that specializes in creating unique Internet based products for clients around the world.  With growing brands such as InstantPreQual.com, Incredible Agent and Homes Discovered, DDP Interactive is quickly establishing itself as a leader in the online business development field.  
We are currently seeking an experienced Customer Service/Admin Specialist whose responsibilities will include:

· Processing all customer service calls
· Resolving all customer service issues, ensuring complete and timely resolution
· Serving as a product expert

· Implementing client coaching and training programs for all new clients

· Detailed client record keeping

· Accounts Receivable tracking and reporting

· Other general office responsibilities as assigned
The successful candidate for this position will be highly motivated, resourceful, and fast learning.  They will be phone-friendly, personable, and will possess professional communication skills including writing.  They must be able to operate in a dynamic, evolving environment.  Mortgage and/or Real Estate experience is a plus but not required for consideration. 
We offer:

· Competitive compensation package
· Medical and Dental benefits plan

· Paid vacation

· Opportunity for advancement with a rapidly growing company

To view more information on this position or other positions we are currently seeking visit www.ddpinteractive.com.

