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VACANCY DETAILS

	Job Title:
	WER324 Administration Assistant

	Nature of the Vacancy:
	Permanent

	Number of positions to be filled:
	1

	Location:
	Thornliebank

	Number of days per week:
	5

	Number of hours per week:
	Full-time

	Salary/Wage:
	National Minimum Wage

	Will training be provided?
	Yes

	Closing date for applications:
	30/11/16

	Additional information:

	The office hours are:

· 09:00 – 17:00

· There may be the occasional request to work late or at weekends (Over time or TOIL will apply)


	Main duties/responsibilities:

	The successful candidate will be required to act in an administration and clerical role providing support to other members of sales and logistics staff.  The role requires a high level of computing knowledge, customer service and the ability to communicate effectively with staff and customers, work on their own initiative, and performing consistently to a high standard.  Communication will be via Telephone, e-mail and proactive alerts.  Working to achieve optimum customer satisfaction at all times.

· Provide a main point of contact to customers

· Maintain the highest level of customer service at all time

· Answering enquiries, filing, data entry, supporting colleagues, etc.

· To learn, under supervision, management information systems, CRM systems, and Sales and Operation processes.

· To fulfil other duties as and when requested


	Qualifications, Certificates or Licences (if any- please indicate if they are Desirable or Essential)

	A good standard of formal education
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Good ICT Knowledge
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 



	Experience required:

	Any work experience
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Relevant work experience (please specify below)
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Additional Comments:  Strong desire to learn and develop within the work place



	Skills, abilities and personal qualities:

	· Good communication and interaction skills

· Good literacy and numeracy skills

· Good customer service skills

· Willingness to be flexible and get involved in all areas

· Self-motivated and self-disciplined

· Adaptable to change
· Eager to learn, motivated, flexible, and is capable of working independently or as part of a team

· Good knowledge of Microsoft Office
· The ability to take ownership of issues and work to tight timescales


	Additional Information:

	To apply for this opportunity please send CV to worker@eastrenfrewshire.gov.uk by 30th November 2016. 

(Please note if there are a number of strong applications the closing date may be brought forward)



