
Edwin Incorporation : Customer Care Executive Job Description

Position: Customer Care Executive
Location: [City, State], USA

Company Website: [https://www.edwinincorp.com/]

About Us:
Edwin Incorporation is a leading provider of

Below is a detailed description of the services and products offered by Edwin
WinCorporation:

Research Paper Publication: Academicians can submit their research papers for
publication, providing them with a platform to share their findings with the academic
community.

Editorial Board Membership: Academics can apply to become members of the editorial
board, contributing their expertise to the peer-review process and shaping the direction
of scholarly publications.

Fellowships: Edwin WinCorporation offers fellowship opportunities for academics,
providing financial support and resources to pursue research and scholarly endeavors.

International Conference Attendance: Academics can attend international conferences
facilitated by Edwin WinCorporation, fostering networking opportunities and knowledge
exchange on a global scale.

Award Nominations: Academics can be nominated for awards recognizing their
contributions to research, teaching, and academic excellence.

API Score Calculation: Edwin WinCorporation offers services to calculate Academic
Performance Index (API) scores, aiding academics in assessing their research
productivity and performance.

Online Learning Courses: Affiliated with WASC, USA, Edwin WinCorporation provides
online learning courses designed to enhance academic and professional skills.

https://www.edwinincorp.com/


Professional Memberships: Academics can obtain national or international
professional memberships, gaining access to valuable resources, networking
opportunities, and professional development initiatives.

Grant for Conference Attendance: Financial support is provided for academics to
attend conferences, facilitating participation in academic events and knowledge
dissemination.

Plagiarism Detector Service: Edwin WinCorporation offers a plagiarism detection
service to ensure the originality and integrity of academic works.

Book Publication Services: Academics can avail themselves of book publication
services, facilitating the dissemination of their research and scholarly works on a
national or international scale.

Digital Library Membership: Access to a digital library is provided, offering a vast
collection of academic resources and literature for research and reference purposes.

HR Support: Academics receive support in securing employment opportunities in both
private and government sectors, including assistance with job searches and application
processes.

Patent Registrations: Edwin WinCorporation assists academics in registering patents
for their innovative research and inventions.

Project Support: Comprehensive support is provided for both major and minor research
projects, including funding assistance, project management, and technical guidance.

Upcoming Projects: Edwin WinCorporation is actively involved in upcoming projects
such as collaboration with the South Asian University of Higher Education and the
launch of an educational news YouTube channel.

Professional Memberships: Affiliation with prestigious professional associations such
as the South Asia Management Association, Jabalpur Management Association, and
Asian Scientific Society in Singapore offers academics networking and collaboration
opportunities.

Services for Journal Editors: Technical support services for journal editors include
assistance with E-ISSN and P-ISSN allotment, indexing services, DOI allocation, and
management of e-journals.



Services for Research Scholars: Services for research scholars include assistance with
PhD applications, plagiarism checking, and support with university admissions.

Services for Universities and Colleges: Edwin WinCorporation provides comprehensive
support services for universities and colleges, including technical support for NAAC
accreditation, conference management, publication support, HR services, and business
process outsourcing.

dedicated to target audience, e.g., university students, professors, and academic
professionals]. Our mission is to empower our customers with the tools and resources
they need to succeed in their academic and professional endeavors. We pride ourselves
on delivering exceptional customer service and support to ensure a seamless
experience for our clients.

Job Description:

As a Customer Care Executive at [Company Name], you will play a pivotal role in
providing outstanding customer service to our esteemed clientele, primarily comprising
university students, professors, and academic professionals. Your primary
responsibilities will include:

 Payment Collection:
● Contacting customers to facilitate timely payment processing.
● Providing assistance with payment-related inquiries and concerns.
● Resolving payment disputes and discrepancies effectively and

courteously.
 Product Information and Processing:

● Offering comprehensive product information to customers, addressing
inquiries about features, benefits, and usage.

● Assisting customers with product orders, processing transactions
accurately and efficiently.

● Troubleshooting product-related issues and providing appropriate
solutions.

 Customer Support:
● Handling incoming calls, emails, and live chats from customers in a

professional and courteous manner.
● Addressing customer inquiries, concerns, and complaints promptly and

effectively.



● Ensuring customer satisfaction by providing personalized assistance and
support.

 Relationship Management:
● Building and maintaining strong relationships with customers to foster

loyalty and satisfaction.
● Identifying opportunities to upsell or cross-sell products and services

based on customer needs and preferences.
 Documentation and Reporting:

● Maintaining accurate records of customer interactions and transactions.
● Generating reports on customer feedback, issues, and trends to inform

business decisions and improvements.

Qualifications:

● Previous experience in customer service or a related field is preferred.
● Excellent communication skills, both verbal and written.
● Strong interpersonal skills and the ability to interact with diverse customers.
● Proficiency in computer skills and familiarity with CRM software is

advantageous.
● Ability to multitask and prioritize tasks in a fast-paced environment.
● Problem-solving skills and a proactive approach to customer issues.
● High level of attention to detail and accuracy in transaction processing.

Join our dynamic team at Edwin INC and be part of a company that values excellence
in customer service and innovation in education. If you are passionate about helping
others succeed and thrive, we want to hear from you!

To apply, please visit our website [https://www.edwinincorp.com/careers] and submit
your resume along with a cover letter outlining your qualifications and interest in the
position. We look forward to welcoming you to our team!

With Regards
Dr. Anil Mehra
Operation Manager
Edwin INC
On Whatatapp
09479399106




