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	Post:
	Customer Services and Despatch - Life Sciences

	Section:
	Life Sciences

	Reports to:
	Head of LifeScience Products

	Number of Staff:
	0

	
	

	Relationships:
	This role involves significant customer engagement and relationship management. Effective communication with the Field Sales team and Finance is also important. 
 

	Summary:


	
Customer Service based role which primarily is to facilitate the processing of orders as associated tasks which will also include some aspects of despatching and stock management. Must be able to work in an efficient and accurate manner. 


	Duties:



	· Sales order processing
· Send order acknowledgements via email, fax or post to customers
· Ensure that sales orders are placed on the system according to Quality Performance targets
· Take orders from customers and process accordingly
· Maintain the central Customer Services email account  
· As back up receive and deal as appropriately with customer queries/complaints  
-Telephone
-Emails
· Provide pricing and quotations to customers and responsible for subsequent follow up
· Manage the clone and sequencing orders
· Update ACT (CRM system)
· Assist despatch with any queries to ensure that orders go out on time
· Running status reports – Sales orders and Despatch status reports
· Update and manage status spreadsheets for sales orders and despatch
· Provide support for despatching of sales orders on a daily basis
· Despatching vouchers
· Keep customers informed of shipping delays wherever possible
· Stock management
· Maintaining the BMR tissue bank
· Stock availability
· Pricing
· Processing sales orders
· Picking/packing/despatching
· Despatch confirming ready for Invoicing
· Arranging sales orders ready for invoicing
· Assigning and re-assigning customers on Umbraco system 
· Supporting the field based sales team
· Liaise with the technical team 
· Back up support for;
· Courier management
· Purchase ordering
· Cytology support
· To respect the confidentiality of all matters that may be learned relating to employment and other members of staff.
· To dress and act in a professional manner at all times as per Company Policy
· To lead by example, demonstrating professionalism to colleagues commensurate with post
· To comply with all quality control procedures to support maintenance of the Source BioScience UK Limited’ Quality Management System.
· To comply with safe working practices in accordance with Company safety policies.
· To participate in the Annual Joint Staff Review process, in accordance with Company Policy.
· To perform any other duties as may be reasonably required commensurate with grade and experience.


	
This job description is subject to periodic revision in consultation with the post-holder.


	Signed by Post-Holder: 

…………………………………………
	Date: 

……………………………………...

	


	Signed by Line Manager: 

……………………………………….
	Date: 

……………………………………...
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