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Job Description and Personal Specification

	Job Title:
	Kitchens Administration Assistant (part-time)

	Location:
	AKW, Droitwich
	Reporting to:
	Kitchen Admin Manager

	Hours:
	9-5pm Monday to Friday 

	Department:
	Customer Support Services


Job Description:

	Main Job Purpose:

	Assist the front-line CSS Kitchens Admin team with Quotation and Order Processing and Delivery Scheduling
Assist customers with Technical and Sales information relating to AKW kitchens, appliances and ActivMotion rise & fall products


	Key Responsibilities:

	

	· Assist the CSS Kitchens Admin team to provide a first-class customer experience consistently for all customers who contact AKW by telephone

· Own and resolve all customer queries, either directly or with the necessary support from within AKW

· Provide technical support following training to contractor customers with queries regards the products purchased

· Work alongside the CSS Kitchens Admin team to ensure that all customer quotes and orders are accurately and efficiently processed within the pre-agreed time scales required by the customers and internal service level agreements

· Develop and maintain effective relationships within AKW to ensure the best service and product is received by the customer

· Develop and maintain good relationships with regular customers of AKW

· Provide sales leads to the Sales and Marketing team

· Deal with customer complaints according to the NCR processes

· Adopt the excellent team working within Kitchens, CSS, CSC and the AKW team as a whole

· Develop relevant knowledge and skills
· Liaise with XPO and Warehouse to arrange delivery of kitchens within the required timescales

· Liaise with DLP kitchen manufacturing to ensure production lead times are met to assist with delivery planning

· Take credit card payments for kitchens which cannot be ordered on a credit account

· Update “Work In Progress” SmartSheet page



Personal Specification:

	Requirements
	Essential
	Desirable

	Educational Attainment
	· Attainment of GCSE grade C or above in English and Maths (or able to demonstrate equivalent numeracy and literacy skills to a level 2 standard of education.
	 

	Experience required
	· Proven capability in Customer Service environment 

· Effective communicator at all levels, especially on the telephone
· Excellent rapport building skills
· Working knowledge of Microsoft Word, Excel and Outlook

	

	Skills and aptitudes required
	· Excellent organisational skills, accurate & thorough
· Flexible, a problem solver

· Team work

· Excellent written and oral communication


	

	Personal qualities Required
	· Professional 
· Assertive

· Working under pressure and adhering to tight deadline

· Can do attitude

· Problem solving skills
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