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Position:  Customer Services Administrator
Reports To:  Managing Director


Contract Type:  Permanent, Full time (40 hours per week)
 
Purpose
The Customer Services administrator is responsible for ensuring customer Service related information is recorded within the existing sales database.
This role also provides Prompt and Accurate Customer Service to PSL’s clients and gives back up support and general Assistance to the Warehouse team.
Specifics
· Inputting sales orders 
· Inputting Purchase orders
· Enter Inwards goods dockets
· Arranging freight notes and labels for outwards goods
· Assist WR with Stock management
· Customer services by phone and in store ;phone sales
· Assist in the warehouse as required
· Answer over flow incoming phone calls
· Any other duties as required
Relationships

Internal
· All staff
External 
· Customers
· Suppliers
· Freight Companies
Performance Measures
· Ability for fast and accurate data entry

· Ability and Willingness to move between tasks and demonstrate initiative

· Reliability and consistency in designated duties

Skills, Experience and Competencies

Technical 

· Previous experience in CRM systems; preferably SAGE Evolution and Maximiser
· Intermediate level of proficiency in MS Office Software

· Efficient and accurate data entry skills

· Excellent listening skills and ability to assimilate industry specific terms quickly

· Preferably previous experience in the building experience and customer service 
Behavioural

· Excellent interpersonal skills; focused and professional 
· Demonstrates initiative, tempered by sound common sense

· Consistently reliable and able to maintain a calm demeanour under pressure

· Able to prioritise conflicting demands 
· Excellent phone manner and ability to resolve enquiries thoroughly and promptly
Job Description








