	Posting Title : 
	MASS30288 Bilingual Service Center Representative 

	Country : 
	United States 

	State : 
	Georgia 

	City : 
	Augusta 

	Location : 
	Augusta-One ADP Drive 

	Employment Status : 
	Full Time - Permanent 

	Job Responsibilities : 
	You can't even begin to imagine where your special combination of talents can take you!  

What excites you most about your work is that when you pick up a call, you never quite know where the conversation is going to lead. Which parts of your highly creative brain and personal experience are you going to tap into to solve a client's problem? Now just think… if you could have that same feeling about your entire career! 

  

That's what it's like working at ADP.  Although no two career paths here turn out exactly the same (because no two individuals are alike), all our employees are amazed by the growing choice of career paths. It's because we encourage your individual strengths to blossom that we have become one of the world's largest providers of an ever-expanding wealth of business outsourcing solutions including HR, payroll, tax and benefits administration solutions--all from a single source.
 As a Solution Center Representative, you will provide guidance over the phone to employees and managers from our client companies, answering inquiries regarding everything from basic benefit questions and online training to uniquely challenging personnel issues.  At the same time, ADP will offer you more opportunities for training and career planning than you ever anticipated. We will welcome your feedback on internal processes and you will even be encouraged to come up with your own creative solutions.  You will meet regularly with your supervisor and explore where our growing opportunities and your growing talents can come together. 
 



	Qualifications Required : 
	This position will be supporting Eastern and Central Time Zone Hours. Must be available to work between the hours of 8:00am and 6:30 pm EST. Bilingual in English/Spanish strongly preferred. 
Education: Some college 
Experience: 
· Payroll, HR, benefits and PC knowledge preferred. Candidates that will be considered must show HR, Payroll or Benefits experience on the resume.  

· 2+ years of experience in a customer service environment with a moderately high volume of calls.  

· Must have excellent analytical, problem solving and interpersonal skills.  

· The ability to prioritize, work in a fast-paced environment, handle multiple tasks and work under time constraints and deadlines are required. 
Skills: Effective verbal and written communication skills necessary as well as interpersonal and conflict management skills. Must demonstrate an ability to work effectively in “reactive” situations under limited supervision. 
Did you know that? 
* We have a culture that fosters the growth and development of our Associates, with extensive training programs that help you master new skills * We have a strong philosophy of promoting from within the company * We provide competitive medical benefits that start on your first day of employment Comprehensive Health Care includes: Medical/Prescription Drug coverage, Dental and Vision Insurance * Financial Plans include: Pension Plan, ADP 401k and ADP Stock Purchase Program * Additional Benefits for ADP Associates include: Tuition Reimbursement, Work/Life Programs, Matching Gift Program, Auto and Home Insurance Programs, Discount Purchase Programs, Corporate Discounts *Employee Assistance Program * Employee Referral Bonus New Augusta Building features: full service onsite Cafeteria, work-out facility Coming On-site Soon: Dry Cleaning Service and Credit Union 
ADP is an Equal Opportunity/Affirmative Action Employer; M/F/D/V. ADP believes that diversity leads to strength. 

	Education : 
	Some College 

	Experience Range : 
	2+ to 5 years 


