	Job Title


	Mail Order Sales Support Advisor

	Accountability


	Sales Support Manager and Team Leader

	Location


	Direct Sales, Gatwick

	Brief

Description
	Answering a high volume of calls in a fast paced environment in a sales support role.

	Key skills


	Good telephone skills

Ability to thrive under pressure and solving varied customer issues.
Good Customer Services

Knowledge of Word and Excel

Enthusiastic and self motivated

	Duties and

Responsibilities


	Answering incoming telephone calls to Company standards in a timely manner

Providing excellent customer service, whilst maintaining company profile and standards
Imputing details on excel and correspondence of e-mails.

Utilising the internal systems and courier Website to track orders.
Working towards Mail Order targets

Providing first class service to our customers and ensuring our high company standards are maintained at all times

To work as an integral part of the Mail Order team

Additional tasks as assigned by the Sales Support Mail Order Manager



	Hours of work


	40 Hours per week. 7 Day rota




[image: image1.png]



_1157361961.bin

