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Administrator Vacancy – Full Time & Part Time
We are a small expanding Time Attendance Management and Access Control company based in Winchmore Hill.  We supply, service and install basic and computerised systems all over the country for large and small organisations.

Some of our support and sales team work from home and are situated strategically around the country and linked to head office via the main central server.  Therefore, a good telephone manner and organisation / communication skills are essential for not only external customers but for internal personnel.

We are looking for bright individuals to work in the main office.  This job would suit somebody who has previous admin or small company experience, like to have a wide variety of jobs, can work under pressure, good at prioritising their own workload and work on their own initiative.  No experience required for the Junior position as full training will be given.
The ideal candidate must have a flexible approach and be willing to help out in all areas as the job evolves, from basic to in depth duties which are essential in the smooth running of the front end of the company.  

Guide to the range of duties that may have to be undertaken as follows: -

Answering the telephone to existing and new customers

Taking and processing repeat and new orders

Transferring calls externally to sales and support staff working from their office/homes

Sales Team support i.e. quotations, letters, emails, appointments, literature confirmation receipt etc.

Purchase order processing

Booking in stock

Setting systems up for despatch

Filing, faxing, emailing, photocopying

Entering of new enquiries onto contact and accounts system.

Postal duties, mail shots, printing literature, copying and burning cd’s etc

Liasing with customers for faults/breakdowns and Hire clock processing

Additional Duties

There are many other complex duties that the candidate can learn or adapt their current skills.  

The candidate must have a reasonable level of PC Experience and be willing to learn new software packages.  Excellent opportunities exist for the right person to progress their skills within the organisation. 
Essential to the Role

Busy, hands-on and fast paced, so the ability to multi-task and work to tight deadlines is essential.

Personal Attributes required

Clear concise friendly telephone manner, Self-Disciplined, Work on own initiative, Team Working, Accuracy, Flexibility.
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