THE BIGGBY. COFFEE
HOME OFFICE IS HIRING!
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e make friends ¢ have fun ¢ B yourself ¢ share great coffee

WHAT ARE THE BENEFITS OF WORKING AT THE HOME OFFICE?

Paid Time Off* Health Care for a very low
e Up to 17 PTO days per year contributory cost*

« 1 week vacation on your first day Retirement Plan with employer match
e All standard holidays (and then some)! . :
« 3 month paid leave of absence Dog friendly work environment

(after every 5 years) FREE Coffee at the Home Office
Training Center

*For all full-time positions

Resumes should be sent to jobs@biggby.com.
Include the job title in the Subject line.
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JOB DESCRIPTION
Communications Associate

Location: East Lansing, Ml

Salary: $13.75/hourly

Hours: Tuesday-Saturday 5am-2pm
Full Time, with benefits!

Description:
The Communications Associate is a highly organized, self-motivated, tech-savvy individual
who is dedicated to helping find answers for BIGGBY Nation.

Direct Supervisor: Fanatic Factory Assistant Manager

Responsibilities and Duties:

The go-to for anyone in BIGGBY Nation with a question. They will use in-house
resources, documentation, and personnel to help find answers.

Facilitate conversations between BIGGBY Home Office staff with our franchisees
and customers to get answers for them,

Provide tools for franchisees and customers to make sure that they leave the
conversation even bigger BIGGBY fanatics!

Respond to customer feedback

Manage record of communication between the Home Office and BIGGBY Nation.
Generate reports based on the data provided by these communications.

Build our knowledge base by documenting answers and solutions.

Other duties as assigned

Experience:

Must have experience working with Microsoft programs.
Experience in database management is a plus.

Strong organizational skills.

Strong telephone and written communication skills.

Requirements:

This position requires the ability to communicate effectively in written and spoken
English.

Expressing or exchanging ideas by means of spoken word.

Exerting up to 20 pounds occasionally and/or up to 10 pounds frequently.

Close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; extensive reading.
Comfortable working in an office environment.
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