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SELWOOD LTD 
POSITION DESCRIPTION: Administration Assistant


LOCATION:			Liverpool 	
POSITION PURPOSE:	To support the administrative function of the Electrical Repair Centre, electrical centre and Seltank ensuring all associated tasks are completed timely and correctly.
RESPONSIBLE TO: 	Electrical Repair Centre Manager 
				Office manager 

REGULAR CONTACTS    External 	Suppliers
Local Business Groups

Internal	Electrical Repair Centre Manager 
		Office Manager
		Electrical Repair Centre Team 
		Branch Electricians 
		All branch Hire network 
Electrical Managers and Teams
Bought Ledger Department


	


MAIN RESPONSIBILITIES:
· Entering weekly time sheets into the system for Electrical repair Centre and Seltank in a timely manner, maintaining accuracy of information and correct records are kept.
· Organising and recording of Selwood equipment arriving and leaving the Repair Centre as and when required from other branches. 
· [bookmark: _Hlk197071242]Responsible for raising purchase orders & processing invoices for Electrical Repair Centre, Electrical Centre and Seltank ensuring all details are correct. 
· Ordering all PPE for Electrical Repair Centre, Electrical Centre and Seltank as and when required, making sure they arrive at their different locations in a timely manner. 
· Opening and closing repair tasks for electrical equipment on daily basis through our jade system, to ensure all information on repairs are kept up to date.   
· Requesting quotes from multiple suppliers for up-to-date prices on parts 
· Liaise with suppliers for quotes for workshop stock, to ensure we keep a high level of stock items needed for repairs on equipment. 
· Order office supplies for Electrical Repair Centre, Electrical Centre and Seltank
· Ensuring all workshop paperwork is correctly uploaded onto the system. 
· Supporting office manager and repair centre manager with any ad hoc tasks 


 The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.

QUALIFICATIONS & EXPERIENCE:
· Administration experience within a Stores or Warehouse environment would be beneficial but is not essential.
· Intermediate MS Office skills (Project, Excel, Word, PowerPoint & Teams), with the ability to analyse data on Excel spreadsheets.
· Effective communication skills both written and verbal.
· Strong organisational skills with keen attention to detail.
· Demonstrable ability to process compliant and accurate records, ensuring data is one hundred percent correct one hundred percent of the time.
· Present a proactive mindset to tasks, to be forward thinking whilst also maintaining a methodical, attention to detail approach.
· Demonstrable flexibility within a role, with the ability to balance a dual workload of administrative and stores activity, ensuring all aspects of both areas are completed to a high standard.
· Time management and ability to prioritise tasks under pressure
· Demonstrated commitment to adhering to Health and Safety Policies and regulations.
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