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Job Ad – External Adverts


Customer Services Administrator 

Do you want to come to work to make a difference, put all your talents to good use, really help people and to make our company better? This is your chance to join a fantastic team within Taylor Wimpey Exeter and to support the team to make our customer journey run effortlessly.

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:

· Enter data to computer system to ensure good communication links are maintained

· Enter data to computer system including the familiarisation visit date, build completion date and courtesy visits

· Ensure all defects are clearly recorded on the computer system and deploy contractors as necessary

· Distribute and chase closure of defects.
· Answering customer telephone calls

· Attend conference calls

· Provide feedback to the technical department in relation to defective materials etc.

· Ensure all relevant documentation is in customer plot files/scanned to computer

· Archive site information as required 
· Ensure all personnel are aware of the Customer Services HSE Manual.

· General Administration Duties.

The Person:
· You will have good Time Management, Adaptability, Thoroughness and Interpersonal influence.
· Ability to work independently, prioritise work, take initiative and make informed decisions
· A natural and engaging communication style, demonstrating a passion and excellence for customer contact, developing relationships both internally and externally.
· IT Literate
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.

If you wish to be considered for this role then please apply in writing to steve.hunt@taylorwimpey.com for the attention of Steve Hunt, Customer Service Manager.
Closing date: Friday 4th September 2015

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