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	Post:
	Technical and regional office support

	Section:
	Life Sciences

	Reports to:
	Head of LifeScience products

	
	

	Relationships:
	This role requires significant communication with customers, members of all sales and marketing teams internally within the group and Pharma Biotech and externally with suppliers. 

	Summary:


	To provide technical support on the range of Life Sciences products, clones and services
To provide regional office telephone support for the Berlin office
Fluent in English and German

	Duties:


	· To answer in a timely and professional manner all customer technical queries either via the phone or email
· To liaise with the Life Sciences suppliers as appropriate to answer/respond to technical queries or gain information of the product range
· Understand and advise customer on clone portfolio

· Support customers using the clone finding search engine – GenomeCube

· Advise customers how to place online orders (clones, products and services)

· Able to respond to customer in either English or German, being fluent in both (written and verbal)
· Work alongside other technical support team member 

· Extensive communication with customer service team and sales

· Responsible for answering the Berlin regional office number

· Note working hours 8am to 4.30pm

· 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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