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Client Services Advisor – Part Time 
Cardiff
Excellent Benefits Package
Due to recent expansion, we are currently looking to recruit a Part-Time Customer Service Advisor to provide support services to a number of our established clients from our Cardiff clinic.  PAM OH Solutions is Health and Wellbeing provider, which provides a variety of services to clients based throughout the UK. 
About the Role: 

· Case managing referrals for appointments with PAM OHAs and occasional associates. These appointments involve a mixture of telephone, video and face-to-face sessions.

· Ensuring all Clients SLAs are achieved where possible and highlighting any potential issues relating to this.

· Complaint handling from employees, clients and clinicians. Dealing with issues with empathy and according to our consultation policy.

· Assisting clients with any ad-hoc queries regarding system usage and company processes. Either via email correspondence, inbound/outbound calls

· Answering any inbound phone calls and emails which come in throughout the day from a variety of clients and directing them to the correct contact at PAM if unable to assist.

· General administration support as require.
About You: 

· Competent at managing client communication and results orientated and customer focused
· Highly organised and process driven individual
· Ability to liaise with other departments and colleagues to achieve results
· IT Literate and Effective Communications skills
· Good organisation skills the ability to work to deadlines & prioritise
· The ability and commitment to desire to be part of a team that seeks to provide the highest levels in a professional services business
· Understanding of Confidentiality & Data Protection
The Hours: 

· The role will be working Monday – Friday, 40hrs per week. 

The Benefits: 

· Pension Scheme - We pay your auto-enrolment pension at 8% total

· Health Scheme – Opticians, Dental, Physio & more!

· 24/7 Doctor helpline – book a Telephone or Video Appointment with a GP

· Employee Assistance Program – 24/7 telephone counselling helpline 

· Life Insurance Scheme – 4 x your annual salary

· 33 Days Leave Including Bank Holidays, pro-rata for part-time hours

· Training and Development opportunities 
Apply now!
