COMELITS
Who We Are

Comelit-PAC are one of the fastest-growing manufacturers of Door Entry, Access Control, CCTV, Home
Automation, Intruder Alarm and Fire Alarm systems in the security market. Italian-born and with over 66 years
of experience, Comelit-PAC products are sold in over 90 countries worldwide through an extensive technical
and sales network. Group turnover is in excess of €160 million, with a workforce of over 850 employees.

Comelit-PAC has been established in the UK for more than 20 years. Headquartered in Luton, and with our
global centre of excellence for access control products based near Manchester, we employ over 100 people
across both locations.

With its extensive and diverse range of products and technologies, Comelit-PAC are able to offer cleverly
engineered and integrated solutions and systems for projects, with features that appeal to the entire buying
chain, from developers though to installers. Year on year Comelit-PAC have seen substantial growth, both in
the UK and overall as a group. The company is constantly reviewing its products, processes and structure as
it adapts to conditions in an ever-changing market. Comelit-PAC takes great pride in its strong relationships
with customers and believes that its accelerating growth in the UK has come from the investments it has

made both in its range of products and in the people who work here.

We are currently seeking to employ Customer Service Administrator
based at our Manchester Office within our Customer Service Team
Your hours will be 37.5 working across

Monday — Friday hours between 8.30am and 5.30pm.

Are you looking for your next challenge? Kick start your career and become apart of our Comelit Community.

See our careers page for more information.

Some of Our Benefits Include:

Here at Comelit-PAC, our employees enjoy a range of benefits to name a few:
» Competitive Salary and Annual Leave Allowance
*  Xmas Shut Down
* Modern working environment
* Training and Development Opportunities
* Yearly Events Calendar including Charity Events and Health & well-being days.
» Life Assurance
» Treat Days/Daily Fresh Fruit
» 24/7 365 days Employee Assistant Programme
* Employee Health and Wellbeing Portal
» Company Social Events
* Bonus Schemes


https://comelitgroup.com/en-gb/company/careers/
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Job Description

Job Title Customer Service Administrator
Department Customer Service Team
Location Manchester

Reporting To Customer Service Manager
Direct/Indirect Reports N/A

Job Summary

Working within the Comelit-PAC Customer Service Team the Customer Services Administrator is
responsible for dealing with all aspects of Customer Service. This includes communication with

external and internal customers, end to end order processing, supplying specific quotations to customers
and support for our external sales teams. The focus of this role is to provide excellent Customer Service at
all times and to exceed our customers expectations.
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Main Duties and Responsibilities

Commitment to providing First Class Customer Service

Proactively contribute to completion of Customer Services Team workload

Ensure all Customer enquiries are handled timely and effectively

Handle inbound calls and e-mails into the Customer Services team and respond with a high level of
professionalism

- Outbound calls to customers

- Sales Order Processing

- Quotation Processing

- Handle incoming requests for product returns

- Effectively manage Customer Issues through to resolution

- Maintain high standards of data accuracy

- Provide administrative support for external Sales teams

- Work closely with Warehouse to ensure timely and accurate equipment delivery

- Work closely with Procurement to ensure accurate customisation & programming of Door Entry Panels
- Provide regular reports/updates as required on Comelit-PAC Product range and Services

- To support Customer Services Manager with the delivery of Customer Communications

- Work with colleagues to ensure the achievement of departmental targets

- Gain up to date product knowledge of complete range of Comelit-PAC Products

- Carry out other duties as may reasonably be required

Any Other Responsibilities

» Comply with all health and safety legislation and local policies and procedures.

» Adhere to all organisational policies and procedures.

* Role model, support and implement the company values and behaviours with fellow employees,
customers’, and any other stakeholders.

* Respect equality and diversity across all areas of working practice and communications with staff,
customers’, and other stakeholders.

» Attend all company training events and complete all mandatory training.
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Candidate Specification

Qualifications and Training Skills and Experience

- Educated to GCSE level or equivalent - Relevant Customer Services Experience

- Relevant Administration Experience

- Effective Communicator

- Customer Focus

- Time Management

- Attention to detail

- Self confidence

- Enthusiasm and willingness to learn

- Sound knowledge of Microsoft office packages.

Comelit-PAC Values

Continuous Improvement

Motivation

&) Professionalism
Empathy

Vv —

j? Accountability
Leadership e

@} Customer Focus
Innovation
Teamwork

Note: This job description summarises the main aspects of the job however does not cover all the duties that
the jobholder may be required to perform. This document is intended to enhance the understanding between

the manager and the employee and may be changed/amended as the job/business needs require.
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