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Job Function / Family



    Customer Relations, Help & Advice : We help people to understand and navigate our core services, ensuring they receive the right outcome at the right time. We build and maintain positive customer relationships, interacting with them to provide answers to real time queries as well as proactively creating longer term solutions geared toward enhancing the customer experience.



    Role Classification


        
            Job Level
                

                Level 12
                

        


        
            Values and behaviour framework
                

                All colleagues
                

Core behaviours that everyone within the organisation should aspire to achieve.        
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    Role Purpose


    The role holder supports the team delivering in a range of essential operational services. The role holder ensures accurate handling of customer and supplier data, supports colleagues, and contributes to the smooth running of frontline operations.


The role holder maintains high standards of service and compliance, and directly supports the vision, mission and strategic objectives of the team.


The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.






    Responsibilities


    
            		Manage the post and shared mailboxes responding to internal and external customer enquiries, ensuring timely and satisfactory resolutions.


            		Validate and create new supplier/customer records and manage any future amendments with precision.


            		Process a high volume of customer Discharges and Deeds via Land Registry, maintaining high accuracy and attention to detail.


            		Input, maintain, and update the Customer Relationship Management system, ensuring data integrity.


            		Assist with resolving customer issues and complaints, providing excellent service.


            		Participate in activities and discussions to implement new processes or improve existing procedures.


            		Collaborate with other departments to deliver departmental Key Performance Indicators and targets.


            		Build effective working relationships with other departments to maintain high service levels.


            		Offer support and guidance to other areas across all relevant processes, assisting and supporting colleagues as needed.


            		Ensure flexibility in undertaking duties and responsibilities appropriate to the role’s character and level of responsibility.


    




                    Additional information


            Qualifications, knowledge and experience


            

		5 GCSE's including maths and English or similar level of qualification or experience


		Experience supporting improvements to operational processes.


		Experience using systems to maintain and update customer and supplier records.
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