WE'RE HIRING
Field Service
Administrator

Fixed Term Contract
Abingdon, Oxfordshire Head Office/Home
37.5 hr per week

You'll be given everything you need to succeed and deliver a first-class service. This role forms an
essential part of the customer claim journey from answering calls from technicians, providing support to
consumers and giving them with updates on their claims, being informative, empathetic, and eager to
quickly solve a consumer’s problem. Our training not only focuses on learning the role, but also provides
you with practical steps to help you become the very best.

What will your day look like?
The Field Services Administrator should have the ability to:
Think fast, find answers, and respond quickly to technicians and consumer issues, all with a polite,
empathic, and professional voice and manner
Generate sales leads from calls
Answer and manage incoming calls and emails
Provide excellent customer care and focus; with the ability to assess customers’ needs and provide
the correct answer, path, troubleshooting, or method for a positive customer experience
Learn and follow all customer service procedures and policies
Strive to meet and go above personal and team targets, goals, and quotas
Have good furniture knowledge (internal training provided)
Handle general queries from the repair technician networks and resolve problems that arise
Make accurate and rapid cost calculations
Up-sell and cross-sell additional products and services that Guardsman provides
Answer the telephone within our service level agreement, 90% of the time
Provide consumers with quotations
Maintain and develop relationships with the technical network

Your experience
Previous experience in customer support, sales, or a related field
Excellent at communicating over the phone and handling phone systems
Excellent computer skills and experience with tracking and recording call information, filing
documents, or updating internal systems
Able to concentrate on multiple problems at once
Excellent time management and prioritisation skills
Ability to answer the phone, listen actively, relay information, and record information simultaneously
Customer-focused for positive consumer experience and resolution
Proficient in Microsoft Office applications – Word, Excel, PowerPoint, Outlook

Rewards
Competitive salary
Pension Scheme (up to 8% paid by Guardsman)
Life assurance cover (4 x basic salary)
25 days annual holiday
Employee Assist Programme - a positive, preventative programme including advice, training and
services to help with events and issues within your everyday work and personal life
A friendly work environment with flexible working considered

See yourself at Guardsman
We pride ourselves on our company aim, to help everyone enjoy and be proud of their furniture; by
providing furniture insurance that covers for accidental stains and damage, or offering care and repair
furniture products sold through Amazon. And being part of a large organisation, gives us the support to
invest in not only the business, but also the people who work for it.
We believe it is the quality and commitment of our people that gives us our leading edge, and are proud
to say that some members of the team have been at Guardsman for over 25 years. We are committed to
the ongoing professional development of all our staff ensuring a personal development plan forms part of
their yearly objectives.
We value diversity in our team and welcome applications from all suitably qualified people. Our
progressive personnel policies seek to accommodate individual circumstances and requirements. All staff
are expected to support and promote the principles of diversity and inclusivity to the full.

Next Steps
If you are interested in the role, please contact careers@guardsman.co.uk with a copy of your CV and a
covering letter outlining your specific interests and motivations for the role, stating your current salary
and availability.
Equal opportunities: The Amynta Group and Guardsman Industries are both equal opportunity employers. Both Companies
are committed to being inclusive employers and welcome applications from all suitably qualified applicants irrespective of
their background.

