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	Job Title
	O’Neil Administrator

	Department
	O’Neil Support

	Location
	

	Reports to (direct)
	Laura Fryer



MAIN PURPOSE OF JOB

To manage and administer Restore’s O’Neil database, the core operational application that manages items, activity and drives invoicing accuracy. Collaborative, helpful approach to supporting the business to deliver services in accordance with the contract.

KEY TASKS 

· Set up customer accounts on O’Neil in accordance with the contract
· Customer account lifecycle management on O’Neil, including decommissioning accounts and portal
· Customer portal set up
· Customer data import and reconciliations (new and BAU)
· Lead account split/merges
· Acquisition database merges, migrations and reconciliation
· Password reset and BAU amendments for customer portal
· Set up internal O’Neil users, amendments and deactivation


SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

· Accurate and considered approach to tasks with high attention to detail
· Experience of overcoming objections, support uniform approach to O’Neil set up
· Ability to prioritise workload
· Knowledge of O’Neil database desired
· Excellent communication skills via email and phone

COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems.
· Report any Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery incidents to your supervisor/line manager.

Managers are responsible for training staff on Company Policies and Procedures contained in Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems.

	
APPROVALS:
Line Manager 
Name: ………………………………………………...
Signature: ……………………………………
Date: …………………………………….……
	

Post Holder
Name: …………………………………..
Signature: ……… …………………
Date: ……………………………………



The company reserves the right to amend or update this job description as the demands of the business develop.
Signed Job Descriptions are to be returned to the HR Department and will be used as part of the Appraisal process.
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