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JOB DESCRIPTION

POSITION:					Customer Relationship Administrator (CRA)

RESPONSIBLE TO:				Operations Director 

SALARY:	£20,000-£24,000
Salary will reflect relevant qualifications and experience.

LOCATION:					94-96 Hillsborough Road, Carryduff, BT8 8HT

HOURS OF WORK:				Full time 37½  to 42½  hours per week
Between the hours 8.00 am – 5.00pm
[bookmark: _Hlk61863845]
HOLIDAY ENTITLEMENT:		28 days which includes 8 bank holidays

OVERALL PURPOSE OF THE JOB:	To develop an efficient and effective customer account system.
To ensure all customer’s needs and requirements are met through KPI’s.
To ensure the customer’s account is managed in an effective manner both operationally and financially.
	To develop an effective & efficient working relationship with other departments.

KEY TASKS AND DUTIES:

1. The day to day management of new and current contracts and customers in the company systems including addition of quotations and booking of scheduled services.
2. The management of any key performance indicators for contracts and customers.
3. The receipt of customers from the Customer Development Manager (CDM) direct or Customer Relationship Manager once the services have been set up and are operational. 
4. Raise, accrue and attain all Service records, consignment notes, method statements & waste identification labels for all services.
5. Ensure all labels are pre-printed and available for services.
6. Complete & forward quotations, terms & conditions & method statements to the customers when required. 
7. Raise Service Records directly from customers & liaise with services & treatment regarding availability through the relevant channels. 
8. Compile all monthly & contract documentation for supply to services.
9. Provide transportation with a service schedule for all customers in the area for the week ahead.
10. Contact customers in relation to repeat / scheduled services.
11. Ensure the arrival /non-arrival of vehicles to provide services daily and contact the customer accordingly.
12. Responsibility for follow-up & update of all jobs quoted for & not carried out.
13. Responsibility to ensure all repeat services are carried out on time & the relevant jobs are followed up.
14. Book CDM  to attend customer’s sites and assess services when necessary.  
15. Record & forward customer service queries / complaints to the relevant personnel.
16. Attain order numbers for Services from customers.
17. Raise service invoices and forward them and the service documentation to the relevant person / department(s) for payment.
18. Attain payment for any outstanding debt on any accounts managed.
19. Attend a monthly meeting to review account development & any issues etc.
20. Any other tasks or requirements deemed necessary.




PERSONNEL SPECIFICATION


POSITION: Customer Relationship Administrator


	
	
	ESSENTIAL

	DESIRABLE

	1. 
	QUALIFICATIONS/
ATTAINMENTS
	Minimum of 5 GCSE’s grades A-C
English and Maths Grade C .

	Third Level Education preferable


	2. 
	RELEVANT EXPERIENCE
	Proficient in recent window packages such as word and excel & outlook, and be able to adapt to our bespoke computerised systems.  
Have to have excellent word processing and or typewriting skills.

First class organisational skills.

	

	3. 
	SPECIAL ATTRIBUTES
	The ideal candidate will be a good communicator, be able to use own initiative and work as part of a team.  They will be able to learn new skills and responsibilities in all aspects of the business. 
	

	4. 
	
	
	

	1. 
	OTHER DESIRABLE ATTRIBUTES
	Must be reliable and have a good timekeeping and attendance record.  
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