	Job Title:
	Admin Assistant (Temp 6 month contract)

	Business:
	Taylor Wimpey East Scotland 

	Location:
	Dunfermline 

	Reports to:
	Customer Service Administrator 

	Main Interfaces
	Customer Services Administrator

Customer Service Manager

Sub-contractors

Suppliers
	In-house maintenance teams
Site Managers

All other internal departments




	Overall Purpose

	Ensure Customer Service Department administration is handled quickly and efficiently to ensure the Consumer Code and the Operational Framework is adhered to.  Support the Customer Services Administrator and Customer Services Manager in all clerical and administrative tasks.


	Key Activities

	· Sort and distribute Customer Service mail
· Provide administrative and clerical support to the Customer Services team

· Input data and maintain departmental records and filing system

· Chase sites for 7 & 28 day visit paperwork

· Order relevant materials when required. Raise purchase orders and process invoices
· Reviewing invoices for re-chargeable works

· Comply with Consumer Code and in-house Customer Charter

· Assist Management where required


	Communication

	· Strong written and verbal communication skills
· Ability to assist in managing workload of team members
· Listens actively to others and confident to ask questions to confirm understanding

· Communicate clearly and in a timely manner


	Key Competencies

	· Customer focus
· Decision making

· Excellent organisational skills
· Works well as part of a team and easily builds both internal and external relationships
· Ability to ‘see things through’
· Takes initiative and will rise to the challenge

· Actively seeks opportunities for learning


	Key Experience

	· Experience of working within a customer focused department of a house-builder, sub-contractor or supplier or similar is essential
· Excellent PC skills, including MS Word, Excel, Outlook, PowerPoint

· Must have exceptional administrative and organisations skills, ability to multi-task and be able to prioritise workload

· Ability to work alone or as part of a team and be extremely flexible with regards to daily work

· Ability to work under pressure 

· Ideally be familiar with the ten year NHBC policy and a basic understanding of construction




If you wish to be considered for this role then please apply to Gillian Slorach, Customer Services Administrator, gillian.slorach@taylorwimpey.com by 28 May 2015.
