1A Instalec Ltd

Administrator Job Description

· The compilation of wage slip envelopes for engineers.

· The drafting of the engineers’ weekly planner.

· Entering details of new contracts onto Sage software.

· Photocopying of test certificates for engineers to take to site.

· Answering all incoming telephone calls.

· Compiling and analysing data from vehicle tracking system.

· Ensuring all engineer’s timesheets are submitted.

· Distribution of sales invoices and accompanying letters, reports etc to customers.

· Typing of quotations.

· Filing of sales invoices.

· Filing of engineer’s timesheets once data has been entered onto Job Costing.

· Keeping track of staff birthdays and arranging for cards to be signed.

· Filing of completed certification, ensuring contents pages are maintained.

· Distribution of daily post.

· Scheduling of staff appraisals and performance reviews.

· Processing of staff holiday requests.

· Compilation of agendas for team meetings.

· Oversee cleaning staff.

· Organise refreshments for team meetings.

· Maintain customer database and provide regular reports to Directors.

· Schedule customer quotation appointments.

And any other administrative tasks that may arise.

