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JOB DESCRIPTION

	Job Title:  Administration Assistant
	Holidays:       25 days/year + statutory 

	Department:  Service
	Pension:        3% contributory

	Hours per week:  As per contract
	Reporting to:  Administration Manager

	Duration:             Permanent

	Hours of Work: As per contract



	Job Summary

	Assist with the day to day administration tasks of the Company.



	Main Functions and Duties

	· Ensure all service reports are received, logged, scanned, typed, hyperlinked and issued to relevant customers

· Maintain electronic and manual filing systems

· Ensure holiday/sickness spread sheet is kept up to date

· Request missing purchase orders from customers to ensure invoices are sent out in a timely manner

· Input data into customer asset databases

· Collect and input engineers timesheet/allowances
· Updating the movement sheet with work, holidays etc.

· Process and send customer invoices

· Typing quotations, order acknowledgements, spares lists, instructions to work

· Downloading oil sample reports

· Input purchase orders onto relevant systems

· Provide cover for reception during lunch and holidays or as required

· Assist other departments when required

· Carry out any other ad hoc duties in line with business requirements



	Critical Success Factors

Success in this role will be judged by the following key performance indicators:

	· Accuracy across all tasks
· Timely delivery of service reports (within 10 days of job completion)
· Prompt entry of timesheets to meet payroll deadlines (end of Play Monday)
· Movement sheet updated daily with work scheduled
· Enter orders daily

· Invoice upon job completion




	Working Conditions

	This role is based out of the Newcastle Head Office



	Job Holder Attributes

	Essential experience / skills and knowledge:
· IT skills (Microsoft package as a minimum)
· GCSE English Grade C or above

Useful experience / skills and knowledge:
· Previous experience in SME or industry
Personal Characteristics:
· Accurate

· Honest

· Reliable

· Self-driven

· Team Player

· Problem Solver

· Ability to juggle multiple tasks

· Can prioritise

· Customer focus driven

· Professional approach and telephone manner



Employee’s Signature: _____________________________   Date: ____________________

Manager’s Signature:   ​​​​​​​_____________________________   Date: ____________________
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