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Job Ad – External Adverts


Customer Services Administrator 

We are looking for a confident, energetic, self-motivated Customer Services Administrator to make things really happen for our customers and put them at the heart of everything we do.  

In this crucial frontline role you will supply administrative support to the Customer Services Department and communicate effectively with customers, ensuring all documentation is up to date and filed as required.
The Role:

· Answering the TWL telephone and handling all calls appropriately. This will include but not restricted to calls from Sites and other TW Business Units regarding call-off orders. 

· Handling all enquiries regarding e.g. pricing, missing products, damaged goods, delivery times, etc. These may be telephone, email or fax enquiries. 

· Keeping the customer informed at all times with regard to the status of their enquiry

· Logging all enquiries onto the TWL X3 computer system

· Data entry and process of all orders onto the TWL computer system.
· Liaise with other TWL departments to ensure Customer Service Department objectives are met.

· Escalation and handling of formal complaints

· Ensure all administrative and reporting requirements are met according to company policies and agreed time-frames

· Ensure the health & safety of yourself and other parties complies with company policy

The Person:

· The role may involve travel to TW Business Units and/or Sites.

· This role requires using a computer on a daily basis so computer literacy is essential.

· Knowledge of the Building Industry desirable but not essential

· Preferably from a Customer Services background but not essential

· Precise and Accurate

· Customer focus

· Team commitment

In order to be successful in this role you must be able to prove eligibility to work in the UK.

The Company:

Taylor Wimpey is a FTSE 100 business and one of the largest residential developers in the UK, building new homes and communities across England, Scotland and Wales.

Our vision is to become the UK’s leading residential developer for creating value and delivering quality. We build over 10,000 homes each year, from one-bedroom apartments to six-bedroom houses all across the country.

Our people are passionate about the house building industry and about our customers. Culturally we pride ourselves in having a diverse work force with an opportunity to grow a career in a variety of environments. We look to develop our people in the skills and areas they are most interested in so if you are looking to join a thriving company going through an exciting period then please get in touch.

Internal applicants – please advise your Line Manger if applying for this role. 
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