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Client Services Advisor – Full Time – 6-month Fixed Term Contract

ToHealth is a new division of PAM Group. This exciting new role will support the neurodiversity and disability support team as we seek to deliver new services to employees and students. You will be working with and providing support to a multi-disciplinary team to enable delivery of our services which include: workplace needs assessments, cognitive diagnostic assessments, assistive technology supply and training, coaching and disability awareness training. 

The role will be homebased initially (due to COVID-19), however once restrictions ease there will be a requirement to travel to our Warrington Head Office. 

About the Role: 

· Support clients, associates and the internal teams by processing sales orders and resolving customer and order queries, in-line with KPI’s

· Prioritise and process customer orders and requests submitted by telephone and email 

· Liaise with company suppliers to arrange collections, deliveries and item repairs as and when needed 

· Increase the business quality through the effective relationship building with clients and colleagues

· Monitor and sharing business insights /services with the team

· Coordinate and booking of referrals and appointments via OHIO as and when required

· Support clients with queries regarding all aspects of the referral and appointment process

· Respond and resolve customer queries in a timely and accurate manner via telephone, live chat and /or email 

· Ensure that all documentation is uploaded to our inhouse system in the relevant areas

· Store all data in line with Data Protection Principles

· 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
