Our client based in Newton Abbot are looking for an experienced Administrator to join their office customer service team.

This is working for a small company, they are a busy mail order and wholesale book company.

You will be getting involved in all aspects of mail order and wholesale stock in an office environment in call centre operations.

This is a permanent job to start asap.

Main tasks:

responsible for stock samples received

stock once receipted into warehouse and all stock movements thereafter

Liason with warehouse and relevant sales managers to ensure pricing and category information coreect prior to title set up

Creation of new titles and maintenance of the existing title database

Updating and circulation of all Stock Movement Listings

Maintenance of all stock information held on 3rd party internet platforms

Invoice matching

They require an energetic, well organised and self-motivated person with inititive and an ability to work well under pressure in a busy and friendly open office environment

Whilst training will be given in all tasks, an excellent knowledge of Excel is desirable

Also Access, Word, Outlook

A high degree of accuracy is required, excellent attention to details, and the ability to work indepentently, as well as part of a team is essential

Hours Monday to Friday 9am-5.30pm

one hour lunch break

