
 

                               

Dessian – Customer Service Administrator. 
 
Dessian, as one of the largest PVCu manufacturers, has a reputation for exceeding customer 
expectations.  This, together with investment in IT, technology and transport, means that we produce 
high quality products with flexible lead times and reliable deliveries. 
 
This role is based within our busy customer services department. The successful candidate will be 
required to undertake the following duties: 
 

1. To assist within the customer services department and process customer orders and quotes in an 
accurate and timely manner. 

2. To contact customers regarding any queries with their orders or quotes. 
3. To assist in administration for transport/customer delivery requirements. 
4. To maintain good working relationships with other staff and customers, so excellent 

communication skills are required. 
5. To assist with switchboard duties. 
6. All other administrative duties as required. 

 
Essential criteria: 
 

1. Have at least 5 GCSE (or equivalent) passes in grades C or above to include English and Maths. 
2. Have a friendly and effective telephone manner. 
3. Excellent organisational skills and be able to independently prioritize your workload. 
4. Computer literate with excellent MS Office skills. 
5. Have the ability to work under pressure in a busy environment. 
6. Display a high level of enthusiasm and self motivation. 
7. Have an excellent time and attendance record. 

 
Desirable criteria: 
 

1. At least one year’s experience working for a PVC manufacturer. 
2. Educated to A-Level standard (or equivalent). 
3. Experience of working in a customer facing environment. 

 
Please note:  
 

1. The above list is not exhaustive and may be subject to change. 
2. Dessian reserve the right to review the experience and qualifications required depending on the 

volume of applicants. 
3. The main working hours for this role are 0900 to 1700, Monday to Friday.  Successful applicants 

must be flexible with regard to working hours.  Notice will be provided if any variation to working 
hours is required. 

 
Applying: 
 
Please email your CV to kieran@dessian.co.uk 
 
 
Closing date: Friday 12th October 2018 


