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ROLE PROFILE: National Operations Coordinator


Location: 		Bromborough, CH62 4SQ

Working hours:   	37.5 per week, 8:30 – 17:00 Monday to Friday  (1 hour unpaid lunch)

Reports to:		National Operations Service Manager         



About 

B&M Waste Services is a customer-centric, forward thinking waste and recycling solutions provider with depots located on the Wirral, in Manchester, Preston, Leeds and most recently, Birmingham. Our award winning business is seeking talented, hardworking and ambitious people to help us further grow our business. We are an Equal Opportunities employer and go above and beyond to ensure our staff are some of the happiest in our industry.

The Role

To process customer orders and enquiries, liaise with suppliers and make arrangements for waste transfer. Enter data onto the company computer system to ensure all work orders are recorded accurately.     


Responsibilities

1. To update the ERP with new and ongoing work 
2. To ensure all data is recorded onto ERP accurately in line with company “right first time” policy
3. To resolve all customer queries to conclusion in a timely manner
6. To ensure that all IT systems are properly used and all data is accurately recorded on the system
7. To provide quotations for customer enquiries and keep accurate records
8. Prepare waste transfer documentation and labels when required
9. To schedule waste collections with sub-contractors
10. Obtain quotations from sub-contractors and waste destination sites 
11. Obtain all waste transfer documentation from suppliers within agreed timescales
12. Any other reasonable task as may be required from time to time












The Ideal Candidate 

The ideal candidate will have excellent communication skills both verbal and written with previous experience of working in a busy office environment. Previous experience of working within the waste industry is preferable but not essential, as in-house training will be provided.


	Qualifications 

Essential: 
Educated to A* - C GCSE Level in English and Maths 

Desirable: 
Relevant Industry Qualifications such as Wamitab, CIWM, Etc.



	Experience 

Essential: 
Experience of working in an office/helpdesk environment

Desirable: 
Worked within Waste industry
Experience using CRM
Worked closely with sub-contractors/ third parties



	Skills 

Essential: 
Experienced Outlook user
Capable user of MS Word and Excel
Good problem solver
Excellent customer service skills

Desirable:  
Advanced Excel

	Knowledge

Essential: 
Customer service process




Desirable: 
Waste industry 
 



Company Info
· The Health, Safety and Wellbeing of our employees is very important to us
· It is your responsibility to take reasonable care of your own and other people’s Health and Safety and must cooperate with us on Health and Safety matters
· You will represent the company in a professional capacity at all times 
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