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Job Description 
	Job Title:
	Customer Services Administrator 

	Reports to:
	Housing Officer


	Directorate: 
	Operations
 

	Position Type: 
	[bookmark: _GoBack]Full Time   (Job share will be considered)



	Role Summary 

	
The Customer Services Administrator will work as part of the Operations Directorate. The Operations Directorate is responsible for Housing Management, Asset Management and the operational delivery of Heritage Conservation, Landscape and Public Space Management, Customer Service at reception, Cleaning, Security and Community Engagement in relation to Housing Management issues.

The Customer Services Administrator will manage the main reception area for Port Sunlight Village Trust (PSVT) and will provide support for all PSVT offices.  They will operate an efficient professional administration service and will be responsible for providing an excellent customer service to internal and external customers.

The Customer Services Administrator will ensure all work is carried out efficiently and effectively, to a high quality standard and in line PSVT’s Customer Service Standards. 


	

	
 Key Accountabilities

1. Answer, screen and forward any incoming telephone calls professionally, providing information or forwarding calls as appropriate. 

2. Meet and greet visitors to the office in a welcoming manner, providing relevant advice or directing them appropriately to colleagues

3. Receive, sort, distribute daily mail, and collate evening post for collection.

4. Perform other administration duties such as filing, photocopying, collating, and franking.

5. Order office supplies (stationery, printer cartridges, first aid) to ensure supplies are kept in stock.

6. Undertake general administration duties and provide administration support to colleagues within the Operations Directorate.

7. Main point of contact and administrator for all keys to commercial and residential properties

8. Manage the garage application waiting list, allocate garages and complete relevant paperwork.

9. Manage the allotment waiting list, allocating allocate allotments, complete relevant paperwork and send out annual invoices.

10. Create repair work orders and liaise with contractors and customers to ensure repair works are carried out as quickly as possible.

11. Carry out duties in a manner that reflects Port Sunlight Village Trust‘s values at all times.

12. Undertake any further duties determined as reasonable and necessary in the fulfilment of the role.


	

	Person Specification 

	
Essential Experience 

· Holding qualifications in Business Administration or previous experience in a similar role 

· Excellent customer service skills.

· Organisational and administrative skills with a strong attention to detail 

· Professional telephone manner

· Proficient in all Microsoft Excel, Word, Outlook. With an aptitude to learn to use bespoke packages used by PSVT


Port Sunlight Village Trust Competencies

Customer Focus - Through provision of excellent customer service, ensures the Customer is at the heart of everything we do.  
Team Work- Works collaboratively across the organisation to achieve the PSVT’s goals and objectives.  
Making things happen Has a ‘can – do’ attitude to the role and identifies solutions to maximise performance in a timely manner. 
Role Model – Represents PSVT always, and acts in manner that is professional, courteous and helpful.



	Standard Checks (as applicable to role)

	Right to Work in UK 
	

	DBS (Standard CRB Check) 
	

	DVLA 
	

	Qualification 
	

	Employment History / References 
	

	Declaration
	



	Reviewed by: 
	
	Approved By:
	

	Employee Signature 
	
	Date:
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