Customer Service Advisor
Role Purpose
To deliver a high-quality customer experience by managing order placement and providing efficient sales support,  face to face, via email and telephone. The role focuses on accurate order processing, issue resolution, and maintaining service levels that support customer satisfaction and retention.
Key Responsibilities
· Process customer orders accurately and efficiently across all sales channels B to B, B to C and Mobility Store
· Offer alternatives for out-of-stock items and manage back orders with timely updates to customers.
· Act as the primary point of contact for customers order related queries
· Manage all after-sales support, including order queries, amendments, returns, credits, and delivery issues.
· Monitor and manage customer service tickets to ensure timely resolution in line with SLAs.
· Liaise with internal teams (logistics, purchasing, finance, sales) to resolve order-related issues.
· Ensure customer information is accurately maintained within internal systems.
· Identify recurring issues and support continuous improvement initiatives to reduce avoidable workload.
· Maintain a professional and customer-focused approach in all communications.
· Log accurate customer notes on internal systems
· Other ad hoc duties when required by the business
· Support the business growth through upselling/cross selling and promotions
Skills & Experience
· Proven experience in a customer service or order processing role.
· Strong attention to detail and ability to manage multiple tasks.
· Clear and professional communication skills, both written and verbal.
· Ability to work effectively as part of a team and manage workload independently.
· Comfortable working with CRM, ERP, KPI’s and ticketing systems.
Key Measures of Success
· Order accuracy and processing times.
· Ticket resolution within SLA.
· Customer satisfaction and complaint reduction.
· Good housekeeping on customer information stored.
· Contribution to process improvement.
· Support business growth through upsell/cross sell and promotions

