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Internal Vacancy 
Post Reference:
VO3027
Department:

Commercial Sales Office
Post Title: 

Order Processing Administrator 
We are currently recruiting for an Order Processing Administrator to work within the Commercial Sales Office. 
Key responsibilities of the role will include: 

· Accurately inputting customer information onto the database.
· Checking work for error logs and action accordingly.
· Double-checking orders processed within the team prior to delivery. 

· Contacting customers/sales team to resolve queries.
· Distributing management information.
· Liaising with other internal departments.
· General administration duties.

· Undertaking other such duties and responsibilities, as when requested.

All the above duties are co-ordinated through the paperless Workflow system and full training will be given to the successful applicant.

To fulfil this role you must have: 

· Excellent computer skills.
· A keen eye for detail and good literacy skills.
· Good customer service and telephone manner.
And be able to: 
· Work under pressure in a fast-paced environment.

· Ability to meet strict deadlines.
· Communicate with people at all levels 
If you are interested in this position, then please email your CV and covering letter to recruitment@symphony-group.co.uk by Friday 24th May 2019 or complete an application form, available on the website or from the Human Resources department.

Please quote the vacancy reference number on all correspondence.
