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JOB DESCRIPTION / SPECIFICATION
Position:
Customer Service (Maternity Cover contract)


Report to: 
Trade Marketing Manager 


Hours of work: 
9:00 – 17:00 – Monday - Friday

Job purpose: 

To manage the day-to-day functionality of the customer service department, to ensure the fulfilment of orders. 
Responsibilities: (Overall scope / purpose / key deliverables)
· Manage the day-to-day functionality of customer services to ensure order fulfilment and customer satisfaction

· Lead the interface between production planning, sales and warehouse as a member of customer service

· Work within the commercial team to ensure the sales target is reached

· Zero errors throughout customer service processing
· Work alongside the wider business team to ensure the seamless implementation of stock management system within customer service 

· Ensure the fulfilment of Italian orders: creating purchase orders, liaising with supplier and organising transport 

· Maintain customer and haulage provider relationships

· Stock Reporting, 3rd party stock date control & create Ad Hoc reports
· Audit Support 

Key qualities and skills:

· Organisation – strong organisational skills and proven background in working in a busy/high paced environment, ability to multitask essential
· Communication – strong communication skills both verbal and written: Comfortable speaking with customers in a polite and professional manner and understanding the importance of concise  communication; particularly when pressures are high
· Great interpersonal skills

· Customer focused – always putting the customer first

· Confident working as part of a team whilst being able to work autonomously, using own initiative and knowledge
· Strong office skills (excel)
· Experience in the use of SAGE accounts is highly desirable, however full training will be given
· Team player focused enough to excel against targets, the willingness to get ‘stuck’ in as and when required
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