SURREY WILDLIFE TRUST 

NORBURY PARK WOOD PRODUCTS - Mickleham
Administration Assistant (job share) £11 per hour

Part time – 18 - 21 hours a week, over 3 or 4 weekdays
We need an experienced administrator who can pick up threads of others work quickly, adapt to a new and sometimes challenging environment and think on their feet.  An enthusiastic approach to work is essential.  Excellent knowledge of Microsoft Office systems, including Excel spreadsheets, is essential.

This may be a supporting role but it is vital to ensure continuity to our customers and a robust admin system internally for invoicing and follow up.

Previous experience of the paperwork trail required for H&S in the workplace would be advantageous but not essential.

Key Personal Skills:

· Open, friendly and communicative personal style.
· Experience of administration processes and handling customer orders
· Orderly, process driven approach to work.  

· Attention to detail and a flexible attitude.

· Self motivated in what, on occasion, can be a locationally isolated post in beautiful Norbury Park.

Our Application Form, which must be used, is available at www.surreywildlifetrust.org or email to: Catherine.roberts@surreywt.org.uk. 

Detailed Job Role: 


Administration Assistant (job share)
Part time – 18 - 21 hours a week, over 3 or 4 weekdays
Norbury Park Wood Products (NPWP) is the wholly owned trading company of Surrey Wildlife Trust (SWT).  The Trust is a registered charity and a company limited by guarantee.  Our vision is for a living landscape in Surrey that is rich in wildlife and valued by all.
This post will be a job share with the existing Administration Assistant, who works Wednesday afternoon through to Friday; it is intended that this position will work Monday through to Wednesday/Thursday to allow overlap.  
Key responsibilities of the role are as follows:-:

1. Respond to customer enquiries and advise them about our products and services.  
2. Prepare quotations for customers for both standard and custom products.

3. Convert quotations to orders ensuring that the specification is clear and accurate.
4. Liaise with customers and sub-contractors to arrange deliveries.

5. Maintain records for the H&S (health & Safety) system, skills and safety training for staff and volunteers, and sales and operational data.
6. General office administration including:- 

a. Answering the telephone; ensure messages are followed through so that orders can be captured, existing customers kept informed of the progress of their order and all queries answered.

b. Ensuring emails are answered; follow up all email enquiries, liaise with customers and potential leads.

c. Processing supplier orders and invoices.

7. Assist the Manager to ensure an up to date record is created and kept of customers and prospective customers and that regular contact is made to ensure repeat and further custom.

