
	Job Profile
Mayflower Washroom Solutions
Customer Service Team

	Job Details

	Location:
	Unit 208A&B Westminster Industrial Estate, Warspite Road, Woolwich, London SE18 5NU

	Reports to:
	Customer Service Manager

	Main Purpose of Job

	You will act as the first point of contact for our customers, providing product/services information, answer questions, and resolve any emerging problems that our customer accounts might face with accuracy and efficiency.
To support the Customer Services Team and all Team Members in the business operations in accordance with the stated aims and goals of the Company and any relevant Company policy which may be promulgated or operated in practice from time to time.
To be a role model and leader in areas of teamwork, customer focus and continuous improvement for the purposes of ensuring alignment with the Company vision and critical success factors.



	Job Objectives (Key Responsibilities and Accountabilities)

	The following objectives are a summary of the main duties that the Customer Services Team are expected to undertake in the job role.  The objectives should not be viewed as exhaustive and will be subject to review and amendment as and when required.

1. Taking calls and building rapport with business customers each day on our contact centre and dealing or directing queries. 
2. Fixing any issues quickly and efficiently, so customers feel valued every time.
3. Interacting with internal stakeholders to solve client queries, in a proactive manner.
4. You should be polite and clearly spoken, able to have great conversations (phone and e-mail). 
5. Responsible for client liaison and generating sales reports and processing sales orders.
6. Work closely with the Sales Team, to support the sales function. As well as provide administrative support to sales, operations and finance teams.
7. Responsible for client related queries on products, deliveries, and services. 

8. Most important is a can-do attitude and a proactive approach to work, someone who really cares about the work they do for customers. 


	Internal & External Customers

	Your internal customers are all employees of the Company, and your external customers are all clients, suppliers and subcontracted workers of the Company and professional bodies.


	Special Requirements

	Education level preferred:
	Good secondary level education. 

	Job related work experience:
	Experience working in a similar environment. Proficient use of Microsoft outlook and excel.

	Other requirements:
	· Excellent communication and interpersonal skills

· Self-motivated and disciplined.
· Enthusiastic team player willing to learn new skills.
· Ability to work with minimum supervision.


