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Branch Assistant — Oakham

Introduction
This amazing opportunity requires an experienced electrical wholesaler that will support everyday processes in our
Oakham Branch. You will work alongside the Branch Manager and his team to ensure we continuallymeet and exceed
our customers’ expectations.

The business
B.E.D are a fast-growing electrical wholesaler with six branches located in Corby, Rushden, Market Harborough, Oakham,
Sandy and Kettering.

Responsibilities

The role consists of several responsibilities, such as;

o Contributes to managing inventory to meet customer needs.

¢ Inputs and checks information on the computer and contributes to verifying the computer inventory against actual stock.
e Communicates with the Branch Manager and Assistant Manager to ensure that the most urgent tasks are completed first.
Ensures that all goods are correctly signed for on arrival at Goods Inwards and properly stored in the correct locations.
Contributes to the processing and entering of goods orders, advices and returns.

Receives customers and assists them courteously.

e Serves customers at the Trade Counter.

Conducts proactive discussions with internal and external customers to identify and prevent potential problems.
Remains alert to sales opportunities by taking time to talk to customers

* Maintains good relationships with customers by meeting and exceeding their expectations.

Ensures the Goods inwards areas are kept clean, tidy and hazard free.

Ensures the security of all goods under their control.

» Contributes to ensuring that all health and safety legislation and internal procedures relating to delivery of goods are
followed.

e Computes invoices in a timely and accurate manner.

» Performs other reasonable duties as requested by the Director/s, or Branch Manager.

Person Specification

All our branch staff require:
Job Summary:

Experience

e Understand internal structures and function of a business

* Invoicing processes and procedures in relation to counter sales

¢ In house computer systems

* Computer literacy

Location: BED Oakham Branch
Job Type: Full Time, Permanent

Industries: Electrical

Ability

* Mange time and work flow

e Positively leading and contributing to a team

¢ Knowledge and interest of electrical components

Salary: Competitive Salary

Qualities

® Focused on the interest of customers
Present themselves positively

Have an enthusiastic attitude and professional appearance
Excellent communication skills and customer service
Contact with internal and external customers
Work in a busy, active and lively environment.





