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	Job Title
	Sales Support Administrator

	Business Unit
	Restore Information Management

	Department.
	Sales

	Location
	Rainham – Beam Reach

	Reports to (direct)
	Head of New Business & Consumables




KEY TASKS 

Key Responsibilities include but not limited to:

· Provide general administrative support using Microsoft Outlook, Word and Excel
· Support in managing a shared email inbox and a timely response to general enquiries
· Process of customer requests and orders, liaising with transport and other departments when required
· Liaise with suppliers, chasing customer orders and delivery dates when required
· Generate customer invoicing (Word)
· Accurate spreadsheet data entry (Excel)
· Generation of Purchase Orders via PO system when required
· Some packaging of customer orders
· Weekly and monthly spreadsheet checks for accuracy
· Monthly stock checks


SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

An individual with excellent administrative and multitask skills.  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.

1. Strong experience in support and administration tasks
1. Skilled in Microsoft Outlook, Word and Excel
1. Experience in multi-tasking
1. Confident on the phone
1. Excellent communicator and team player
1. Proven track record of excellent customer service
1. Ability to work to deadlines
1. Strong attention to detail
1. Excellent time management and prioritising skills
1. Accurate reporting skills and analysis of data

*** The above is not an exhaustive list but an outline of your duties. All Restore employees need to be aware that they may be asked to perform tasks and be given responsibilities as reasonably requested.







OTHER INFORMATION

A car and full driving license preferred due to location.


COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Codes of Conduct, Information Security, Environmental, Health and Safety and Quality 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.


DECISION MAKING AUTHORITY AND CONTROL

	


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



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





The company reserve the right to amend or update this job description as the demands of the business develop. A copy of the signed job description should be returned to the People Services Team via the Helpdesk by raising a query using the following link https://peopleserviceshelpdesk.restoreplc.com . 
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