We have a vacancy for an Operations Assistant who will report to the Service Manager in our busy Newton Abbot office. The role is office based but the successful candidate will also have to spend some time in our workshop taking deliveries, kitting jobs and replenishing stocks. The role would suit someone with good technical knowledge, ideally in pumps or pipework and fittings etc. The person would need to be computer literate and familiar with word and excel spreadsheets to enable them to produce paperwork, raise purchase orders and assist with buying parts as competitively as possible.
An enthusiastic attitude and a flexible approach are essential to becoming a key team member in this successful long established company.

Job Description:
1. Producing daily worksheets for engineers / arranging access to sites where applicable
2. Actioning returned engineers reports / arranging return visits / pricing parts to assist invoicing team

3. Raising purchase orders / chasing outstanding orders

4. Goods In  
5. Stock control
6. Kitting out jobs 
7. Working with existing and potential new suppliers to reduce prices (buying)
8. Vehicle paperwork, ensuring mot, tax and monthly vehicle checks are completed 

9. Assisting Operations Manager with scheduling engineers workloads
Future Potential:
1. Possibility to develop the role in time to manage engineers and schedule workloads

Salary Band:

Starting salary would be in the range of £14k to £16k per annum.

