Our client based in Newton Abbot has recently moved their Customer Services and Warehouse departments here.

They are a busy IT orientated, mail order company who run 12 catalogues all year round.

 This is a very varied role and mostly you will be involved in the daily processing of high volume post and telephone orders. An excellent telephone manner, a keen eye for detail, good administration and customer service skills are essential for this role. 

You need to be energetic, well-organised and have the ability to work well under pressure in a busy and friendly open office environment.

An excellent telephone manner is essential.

Duties to include:

Processing orders over the telephone

Creating new customer records and updated databases

Use of Word & Excel

Stock Administration

Packing samples and repacking returns

Scanning products

Arranging collections

Outgoing post

One off opportunity to join a new office with new staff. We will accept applications from experienced customer service/administrators through to office juniors with some previous experience in an office/call centre/contact centre as training will be offered.

