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	Job Title
	Administrator / Driver
Job ref:  475
	Closing Date
	20th March 2015

	Reports To
	Site Manager
	Location
	Avonmouth

	Job Summary/Purpose of Position

Reporting to the Site Manager, you will be responsible for providing support for the day to day aspects of the office, ensuring paperwork and tasks are progressed accurately and to time scales.

Job Outline
· General day to day office duties, including data entry

· Providing administration support to customer accounts
· Updating the system and spreadsheets
· Handling customer service queries

· Raising & processing invoices

· Shift working may be required

· Daily Stock counts at start and end of Day
· Serving walk in customers and helping unload Deliveries.

· Cleaning company vehicles on a weekly basis depending on the weather. 

· Good strong personality.

In addition to the administration role and in busy periods the role will also require you to deliver cylinders to domestic and commercial properties around Bristol and surrounding areas & yard work as required.
Person Specification

· Previous administration experience
· Proficient with all aspects of Microsoft office programs including Outlook, Word & Excel

· Be able to work on own initiative

· Priorities work effectively to meet different business requirements

· Work under tight deadlines

· Must have attention to detail and able to identify inaccuracies effectively

· Have a flexible working approach and be able to convey a positive attitude to staff and customers at all times.

· Have good interpersonal skills, and able communicate to staff & customers on all levels

· Works well in a team and provides support to others

· Flexible approach to work and willing to work overtime during busy periods to meet customer demand
· Holder of 7.5 ton driving license would be an advantage.
· Driver qualification card (DCPC)

· ADR would be an advantage but Training can be arranged.
· Some flexibility and weekend working may be required

· Ability to work in a team or on own initiative
To apply:
To apply please send your CV and cover note to Innes.Miles@flogas.co.uk
All employees are required to inform their Line Managers of their intent to apply and a fully completed ‘Employee Referral’ form must be sent to the HR contact before the application can be progressed. (Employee Referral forms are available on the intranet or from the HR Department).
Flogas is an equal opportunities employer




