York

AUCTION ADMIN AS

We are looking for an enthusiastic Secretary/ Offi

SEND CV
JULIET@STEPHENSON.CO.UK

Sales office. In this role, you will provide both cle
Auction Sales team. Are you a strong administratc

progress? Can you multitask in a fast-paced envi

You’'ll be:
e Answering and making calls, sending, and rep
e Managing workflow of tasks including sales de
must be customer service orientated as our b
e Assist in the preparation and processing of Sa

printing and mailing.

Essential skills/knowledge:

e Experience in providing exceptional customer
relationships.

e Strong administration and IT skills

e Effective communicator with a good understa

e Effective and efficient time management of se

e Ability to record information accurately and pe

e Agricultural knowledge beneficial but not esse

What we can offer you:
e Hours per week : 15-20
e Days: 2-3 (negotiable)
e Rate: £12.50/hour
e Holidays: 29 days per year incl Bank holidays
e Company Pension Scheme
e Full On-site Training

e Free Parking




