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Job Description

	Job Title:
	Order Processor/Administrator

	Reports to:
	General Manager

	Hours and days:
	Full time - 42.5 hours per week Monday to Friday

	Last updated:
	9/6/26



Overall, you will work as part of the team with an organised, logical and flexible approach to your work, fulfilling any reasonable request to do any task that arises and is within your capability. We ask our employees to deal with all aspects of the role professionally, in particular ensuring all matters are dealt with in an accurate, timely and cost-effective manner, whilst maintaining confidentiality and high customer service standards. The role holder should always make decisions that ensure compliance with the overarching company policies, procedures and ethos whilst remaining open to making suggestions for changes and improvements to the existing practices.

However, the information below provides details on the key indicators of effective performance in your role.
Overall responsibilities

· Ensuring customer order requirements are recorded in our industry-based software in an accurate and timely manner.
· Creating and administering customer order sign-off documentation within the required timescales.
· Producing manufacturing worksheets for the factory which are clear and accurate.
· Procuring materials as necessary on a project-by-project basis to ensure that scheduled work is not delayed.
Key areas of performance
The information below provides details on the key elements required for the role holder to perform effectively. 
· As soon as possible after the receipt of an order, interprets the customer’s requirements and subsequent quotation and inputs accurately into industry-based software packages.
· Records receipt of goods inwards into the Management System, notifying the supplier of any damaged or missing items and requesting replacements 
· Prior to procuring materials, checks actual costs against the estimated costs in the quotation and communicates any variation or queries to the relevant Sales Estimator
· Liaises with the relevant Sales Estimator and/or customer to obtain further order information where necessary.
· Produces final order sign-off documentation for the customer and ensures it is sent and returned in a timely manner to avoid unnecessary delays.
· Communicates lead times confidently to the customer.
· Following receipt of the order sign-off, produces a clear manufacturing information pack for the factory, ensuring any special/non-standard requests are clearly noted.
· Accurately inputs products into industry-based software to create material procurement lists and manufacturing documentation 
· Where necessary, ensures all materials and other items are ordered by their deadlines, as cost effectively as possible and any unavoidable delays are communicated to the relevant people.
· Offers and provides confident and timely technical support for customers and actively sources required information where necessary.
· Continuously develops and improves internal processes and systems to improve processes the efficiency and effectiveness of operations.
· Assists with technical and operational administrative projects as and when appropriate.
· Consistently identifies and communicates ideas for improvements to the General Manager

Person specification

	
	Essential
	Desirable

	Work-based competencies
	· Proficient in the use of a range of ICT
· Good with numbers
· Good at interpreting and communicating technical information
· Good multi-tasking and time- management skills
· Able to effectively multi-tasks in order to achieve successful outcomes with competing deadlines.
· Good verbal and written communication skills

	· A good knowledge of ETA’s products in order to provide technical support
· An understanding of the GDPR
· Experience of working with industry-based software packages

	Behavioural competencies
	· Organised and logical
· Accurate with a high level of attention to detail
· Able to work effectively under pressure
· Quality driven with a desire to problem-solve and implement improvements
· Committed to continuously developing both industry and product knowledge.
· Reliable
	

	Qualifications & experience
	· Proven administrative experience
	· Previous experience of working with a similar product line or industry
· Experience of database management

	Organisational fit
	· Able to work effectively and considerately in an open-plan setting 
· Able to balance informality with professionalism with clients and colleagues.
	


	Special requirements
	· Willing and able to present oneself appropriately for a customer-facing role.
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