Agricultural Business Advisor | £8.72 per hour | Leominster 

Maternity cover for 12 months



Role Summary

Reporting to the Office Manager, the Agricultural Business Advisor will provide first class service to our farming customers and commercial sales teams. 
Main Duties (but not limited to): 
· Answering all incoming calls

· Processing orders, including invoicing on a daily basis
· Coordinating parcel couriers and pallet hauliers
· Management of all end of day sales reports and KPI reports

· Providing admin support to the sales managers including sales reports, preparing, and distributing letters and memos.

· Preparing, coordinating and dispatch of all correspondence, including mailshots, sponsorship requests, voucher issue and redemption.
· Assisting with agent recruitment at shows, markets and events at key times if required. 
About You
· Previous Office / Admin Experience (minimum 1 year)

· Excellent Telephone Manner

· Ability to use own initiative

· Knowledge/ likeness of farm animals would be advantageous 

· Excellent interpersonal and communication skills

· Excellent time management skills

· Excellent IT Skills
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