Philip Whear Windows & Conservatories Ltd.,                                     09/04

1.0
Job Description – Receptionist/office administrator

1.1
Current appointee: Monica Wilkes


1.2
Line manager: Projects  Manager.

2.0
Primary Responsibilities:

2.1
Act as the receptionist and office administrator for PWWC Ltd. 

2.2
Preparation of quotations for conservatory construction work.

2.3
Data entry onto a desktop computer.


2.4


3.0
Secondary Responsibilities:

3.1
To  act as the sales person in the office in the absence of  duty sales person out on appointment(s), holiday or sickness.

3.2
To undertake all reasonable and appropriate duties as required from time to time by the management of PWWC Ltd 

4.0
Place of work:

4.1
The PWWC Ltd nominated reception desk  in the showroom at 

the factory premises.

5.0
Essential skills:

5.1
Excellent interpersonal skills 

5.2
Confident telephone manner 

5.3
The ability to manage and maintain a computer-based filing 


system (with paper back-up).

5.4
Must have an eye for detail.

5.5
Excellent keyboard skills.

5.6 
Computer literate (ECDL Level 2 or equivalent)

5.7
Numerate, with commercial awareness

5.8
Self motivated.

6.0
Desirable skills:

6.1
Ability to recognise and fulfil the pivotal role and wide responsibilities of this post.

6.2 Experience and ability in post-contractual financial analysis

7.0
Post-employment Training Required:


7.1
PWWC Ltd glass ordering system (in house).


7.2
PWWC Ltd quotation preparation and pricing schedules (in 


house).


7.3
Service calls administration and costing.


