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	Job Title
	Sales Support Administrator

	Department
	Restore Document Management – Sales

	Location
	Rainham

	Reports to (direct)
	Head of Consumables

	Job Title
	Sales Support Administrator


Role Purpose
An individual with excellent administrative and multitask skills, and a good working relationship with colleagues. An excellent attention to detail and good communicator with the ability to prioritise your workload ensuring that work is completed in an accurate and timely manner. The individual must have a good knowledge of Word and Excel.

KEY TASKS
Key Responsibilities include but not limited to:
· Provide general administrative support using Microsoft Outlook, Word and Excel
· Accurate spreadsheet data entry (Excel)
· Process of customer requests, liaising with transport and other departments when required
· Support in managing a shared email inbox and responding to general enquiries
· Generate customer invoicing (Word)
· Liaise with suppliers, chasing customer orders and delivery dates
· Some packaging of customer orders
· Support in Monthly Stock checks
· Weekly and monthly spreadsheet checks for accuracy




[bookmark: _Hlk156817085]Skills, Knowledge & Experience required 
· To be computer literate;
· To be competent in the Administration environment and duties;
· To be competent on Microsoft Outlook, Word and Excel;
· To have the ability to multi task;
· To be an excellent communicator;
· To be confident on the phone;
· To be an excellent team player;
· To possess a proven track record of excellent customer service;
· To possess the ability to work to deadlines;
· To possess excellent attention to detail;
· To possess excellent time management and prioritising skills;
· To possess accurate reporting skills and analysis of data;
Preferred 
· Hold a clean driving licence with access to their own vehicle due to location of the role. 
Compliance Requirements:
· Completion of all mandatory ISO management system and BS 10008 awareness training is required to be completed on annual basis.
· Compliance with ISO 9001 Quality Management, ISO 45001 Occupational Health & Safety, ISO 27001 Information Security, BS 10008 Evidential Weight & Legal Admissibility Management system requirements as defined in all applicable policies, procedures, and training & awareness requirements.
· Adherence to the company Acceptable Use Policy.

*** The above is not an exhaustive list but an outline of all Administrative Support duties. All Restore colleagues are advised that they may be asked to perform tasks and be given responsibilities as reasonably requested.




Other Information:
LINE MANAGEMENT RESPONSIBITILIES: 
· NONE
CONTACT WITH OTHERS: 
· Primarily: 
· Line Managers, Supervisors, Section Leaders and Employees
· Agencies or suppliers
· As required:
· Functional Heads of Departments
· Directors
· Auditors

	APPROVALS:
Director of People  
Name: ………………………………………………...
Signature:……………………………………
Date:……………………………………………
	
Post Holder
Name: ……………………………..………………………..
Signature:…………………………………………
Date:………………………………………………
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