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Client Services Advisor – Full Time – 4 Year Fixed Term Contract 
£18,000 - £21,000 + Mileage Expenses + Excellent Benefits Package
Due to recent expansion, we are currently looking to recruit a Full-Time Customer Service Advisor to provide support services to a new client. The role will cover multiple sites including Milton Keynes, Aylesbury and Southam so the postholder must have a valid UK driver’s license and access to a vehicle.  PAM OH Solutions is Health and Wellbeing provider, which provides a variety of services to clients based throughout the UK. 

The role will involve:

· Ensuring that the client experience in relation to contact, enquiries, order processing and general administration functions is exceptional, with a focus on optimizing utilization of clinical staff to ensure client key performance indicators are met.

· Coordinating and Booking of Appointments via our system within client key performance indicators 
· Supporting clients with any queries regarding all aspects the of the referral and appointment process
· Ensuring the clinic facilities and stock are maintained adequately. Organization of equipment and consumables required by clinicians.

· Dealing with telephone and email queries 
· Ensure that all documentation is uploaded to our system in the relevant areas
· Store all data in line with Data Protection Principles
· Maintaining confidentiality at all times
· Ensuring consistency of service delivery
· Maintaining high levels of customer service
· General administration support as require

The ideal candidate will have the following skills:

· Competent at managing client communication
· Highly organised and process driven individual
· Ability to liaise with other departments and colleagues to achieve results
· Results orientated and customer focused.
· IT Literacy
· 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 benefits package includes:

· Pension Scheme 

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

· Mileage expenses

· 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 

This role would be suitable for someone currently working as a Senior Customer Service Advisor or a Senior Client Services Co-ordinator

Apply now!

