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MJP Electrical Services LTD

Job Description – Customer Service Representative/Scheduler – Opportunity for any career path of interest in Marketing, Accounting, Sales etc.

MJP Electrical are Bristol and Baths Leading light in providing electrical services mainly in the residential sector. 
For nearly 30 years, we have built our reputation for delivering outstanding client satisfaction, with efficiency and high-quality technical expertise and workmanship. 
As a company we are committed to the continuous development of all our employees. 
This role offers a chance to join a company that’s committed to helping engineers and their families make their goals a reality. 
In everything we do at MJP Electrical – we go above and beyond.
                                             
	Job Title:

	Customer Service Representative/Scheduler - Opportunity for any career path of interest in Marketing, Accounting, Sales etc.

	Work Location:

	Hybrid Working

	Reports to:

	Operations Manager/Director - Mark Parry

	Hours:

	Part Time – 10am to 2pm, flexible with part time working hours. 



	Essential Duties & Responsibilities 


	You will play an integral role in the team, managing the majority of enquiries, ensuring that each contact with clients results in another highly satisfied customer. 
The successful candidate will manage enquiries from the first point of contact through to the final follow up feedback. Working closely with the Director and Operations Manager, you will ensure all administrative elements of the installation process are completed in line with the systems in place. 

· Answering telephone calls in a timely, calm and polite manner. 
· Logging all new service and enquiries requests into company systems, logging all information accurately. 
· Work closely with engineers to ensure all customers are kept informed regarding the status of their job. 
· Attend regular performance meetings and attend all training sessions.
· Monitor all email accounts and respond to clients within a suitable time frame. 
· Effective and efficient communication throughout all levels of the business. 
· Answering Checkatrade enquiries daily, ensuring all new enquiries have been responded to and logged. 
· Work as part of a team to create marketing ideas/strategies. 
· Manage and prepare the weekly engineer schedule. Ensuring all new jobs are scheduled immediately and into a suitable time slot for the engineers. 
· Make outbound calls to clients for feedback. 
· Understand and follow the system que process at all times. 
· Escalate any unsatisfied clients or any issues you may come across to the Operations manager. 
· May be required to work occasional weekends/evenings. 


The successful applicant for this exciting role within the business will have excellent opportunities for career development within the company as we grow.




	Preferred but not essential education, skills and qualifications. 


	
· Excellent verbal and written communication skills, including the ability to effectively communicate with new and existing customers. 
· Ability to work independently and carry out the company's standard practices efficiently and effectively.
· Be able to work under pressure and have great problem-solving abilities – assessing all options before making a decision. 
· Experience using Word, Excel etc. Along with working on spreadsheets and completing feedback forms. 
· Excellent organisation skills – juggling multiple priorities. 
· Must be presentable and approachable. 
· Be highly motivated and able to work of own initiative. 
· Full UK driving licence and own car preferable for meetings and training. 
· Have the ability to be calm and emphatic. 
· A positive and uplifting attitude. 
· Have a great sense of humour. 




	Benefits

	We offer excellent personal/career development opportunities. 
Team fun days/evenings out. 
Use of own mobile phone/laptop. 
Rewards/vouchers when KPI’s have been met and for any great reviews. 
Option to work in other sectors of the business in the future, I.E Marketing, Sales. 
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