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	Company Profile
	Evans Cycles employs 850 staff and has a current turnover of £70m.  The 150,000 sq ft distribution facility services 35 stores and a rapidly expanding mail order business. Both turnover and stores are projected to grow over the coming few years.



	Job title of vacancy
	Customer Relations Assistant


	Position Salary
	£14,600 - £15,600 

Full time Equivalent

	Job requirements

(Tasks, software skills. Typing speed, internal database, training given etc)
	An exceptional telephone manner and the ability to understand and provide solutions to customer queries and problems.

Well organised and be able to work un-supervised towards set tasks and objectives.

Able to communicate confidently with store Managers and Department heads.

IT skills: Word, Excel, and Outlook.

Answering calls from customers and deal with their concerns and queries within time constraints.

Keeping accurate and thorough Customer Relations written records.  Also to keep all monitoring system accurate and up to date.

Responding to customers by letter and e-mail.

Liaising with store Managers and department heads to efficiently resolve Customers Relations issues

	Hrs of Work / OT
	Full time 40 hours per week

Part time 25-30 hours per week

	Most important Thing (skills, Character)
	Able to meet deadlines and targets.

A personable, reliable, hardworking and willing to take on new challenges.

Has a minimum of 2 years experience of working in a Customer Relations role and meeting deadlines to resolve concerns.



	What other benefits does the company offer
	28 days holiday per annum, (which includes all UK bank holidays) pension  staff purchase scheme and car parking


	Reason for Vacancy
	New Job 


	Date Required to start
	ASAP








