

Order administrator and customer care / UK, ZA and OEM customers
Contact: Eva Skybova, Supervisor - UKIBA, OEM / +420 603 147 289

Central Order Management

Scope of Responsibilities/Expectations 

Key responsibilities

· Data entry and coordination of customer orders from receipt to billing including standard orders for supply of equipment and services, return requests, price adjustments, crediting, debiting and resolving customer complaints (DOAs and Mis-shipments).
· Ensure that orders are processed in a timely manner and that company policies and procedures are followed.
· Liaison with customers and Symbol associates to resolve and escalate problems.

· Specific Knowledge/Skills 

· Qualification and Experience Required:


· Essential
· Excellent English skills to communicate with English speaking customers.

· Good keyboard skills with a working knowledge of Microsoft Office (Outlook, Word and Excel). 

· Working experience in financial or business field
· Ability to work to deadlines, be proactive and use own initiative, logically and amicably resolve issues with customers and sales associates. 

· Desirable
· Experience in order administration and customer relations in a medium to large company, 
· Preferably using SAP software

· Benefits

· Excellent working conditions in the team of young people

· Free language classes, 5 weeks of vacation, Lunches free of charge, Pension and life insurance

· Career growth

