
 

 

Administrative Assistant/Customer Service Representative 
 

Position Summary: Suite Home is looking for an experienced Administrative Assistant/Customer Service 

Representative. This individual will help with overall general customer service through phone and email. They will assist 

our teams in maintain client and vendor relationships, and assist with client requests. The selected person needs to have 

strong administrative skills and outstanding customer service skills. If you strive to provide the best customer service 

possible, we encourage you to apply 

 

Full Time Position. Monday-Friday, 8:30am-5pm 

Office Location: 1250 N LaSalle, Suite 1, Chicago, IL 60610 (Old Town) 

 

Primary Duties and Responsibilities: 

1) Answer incoming Suite Home phone calls 

2) Coordinate with operations team for any service requests or work orders 

3) Provide doorman lists to buildings weekly 

4) Oversee package deliveries to the Suite Home office 

5) Maintain & order office deliveries, including but not limited to office supplies.  

6) Contact clients through phone or email when packages are delivered to their apartments 

7) Coordinate and ship move in supplies to various vendors for third party rentals 

8) Develop and maintain relationships with customers, clients and vendors 

9) Daily communication with Suite Home staff and flexibility for last minute changes needed 

10) Assisting Sales & Operations Staff to better understand each reservation 

 

Success Behaviors/Work Habits: 

1) Positive, go-getter attitude 

2) Calm and cheerful demeanor to handle a variety of clientele 

3) Achieves results and meets deadlines that are set by company and self. 

4) Maintains an optimistic outlook towards all activities, including many social interactions.  Maintains a high 

level of positive self-confidence. 

 

Performance Measurements: 

1) Achieves or exceeds all daily, weekly, monthly, quarterly and annual objectives. 

2) Reports on activities and consistently documents activities according to company policies and procedures. 

3) Operates in a timely and consistent manner. 

 

Experience: 

Previous customer service experience is a plus. Sales experience in multifamily housing, hotel or corporate housing is also 

a plus. Proficient personal computer sills including electronic mail, record keeping, routine database activity, word 

processing, spreadsheet, graphics, etc.  

 

High school diploma or general education degree (GED) 

College degree is preferred 

Office or administrative background preferred 

Strong communication skills  

 

Benefits: 

Competitive Compensation 

Paid Vacation and Holidays 

Health Insurance  

Opportunity for Bonus 

 

Please email resumes to careers@suitehomechicago.com or fax (312) 638-0892 


