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Customer Service Administrator 
Recruitment Pack 
 
Thank you for your interest in applying for a position at AMP Technology Centre – we’re 
really glad you’re thinking of joining us!   
 
We try to keep the application process as simple as possible, so all you need to do is send 
us your up to date CV and a letter of application by email to jobs@creativespaceman.com 
with the subject heading: Job Application – Customer Service Administrator  
 
The information pack enclosed gives you lots of information about the vacancy and the AMP 
Technology Centre.  It includes a brief introduction to the AMP Technology Centre and a job 
description. It’s important that you read all this information carefully so you can decide if the 
job is right for you – you should also tailor your application letter and CV to demonstrate how 
you fit the job criteria.  Remember, we don’t know you – all we can go on is the information 
you provide us with in your application. This is how we shortlist candidates for interview so 
you really need to sell yourself and show you’ve done your research!  
 
The deadline for applications is Sunday 10th November 2019. 
 
We receive a lot of applications and we are looking for candidates who can demonstrate not 
only a good knowledge and understanding of the role but who also have the kind of 
enthusiasm and personality we’re looking for. 
 
We want to see people who are: 
 

 Enthusiastic 

 Committed  

 Team oriented 

 Organised 

 Efficient 

 Conscientious 

 Imaginative 

 Empathetic 

 Full of initiative 

 Fast and willing learners 

 Well presented 
 
 
 
If you think you fit the bill and feel you have the attitude, experience and skills to undertake 
this varied and interesting role, please highlight this in your application.  Your letter and CV 
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are the only chance you have to tell us about yourself and why you want the job so sell 
yourself!  We always like to see that candidates have done their research so make sure you 
also look at our websites and find out what we do. 

 
www.creativespaceman.com 
 
www.amptechnologycentre.co.uk  
 
 
I’d like to wish you lots of luck with your application and I look forward to hearing from you 
soon. 
 
Yours faithfully 
 
 
 
Jon Griffin 
Centre Manager – AMP Technology Centre 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Creative Space Management is an Equal Opportunities employer.   

http://www.creativespaceman.com/
http://www.amptechnologycentre.co.uk/
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JOB DESCRIPTION:  CUSTOMER SERVICE ADMINISTRATOR  
AMP TECHNOLOGY CENTRE 
 
Context 
 
The AMP Technology Centre is a key part of the Advanced Manufacturing Park located in Rotherham, South Yorkshire and 
provides a cluster of workspaces, production units and R&D facilities for 21st century engineering and energy related sectors.  With 
major global brands such as Boeing and Rolls Royce already located here, and at the heart of a cluster of many leading 
manufacturing and engineering companies located across South Yorkshire, the Advanced Manufacturing Park is one of the leading 
places in the UK for advanced manufacturing and engineering businesses. 
 
Advanced Manufacturing Park Technology Centre 
 
The facility aims to accelerate business growth and encourage inward investment of advanced manufacturing, engineering and 
sustainable energy companies. It is intended to support fast growing businesses and to provide them with opportunities to expand 
into larger units within AMP.  
 
Creative Space Management (CSM) is committed to providing the highest quality of customer service and expects all employees to 
have an enthusiastic, empathetic approach to its clients. The company is committed to equality of opportunity and encourages all 
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its staff to fulfil their potential. Team work is extremely important in a busy environment such as AMP Technology Centre and you 
will need to be able to act under your own initiative as well as be a committed team player.   
 

The Role 

The role of Customer Service Administrator is varied and demanding.  It is primarily a customer facing role, providing a range of 
reception services including telephone answering, franking mail and sorting post.  There are many other duties including 
conference bookings, catering provision, IT & telephony programming, administration work and sales & marketing.  You must have 
outstanding customer service skills and be organised, responsible and efficient. 
 

Responsibilities 
You will be expected to undertake a wide range of duties including but not limited to those listed below: 
 
Reception: 

 You will be expected to answer all telephone calls professionally and promptly and to provide telephone answering services and 
the relaying of messages as appropriate. 

 You will act as the first point of contact for all our clients and visitors and you should ensure that all centre users are treated in a 
friendly, appropriate manner and shown courtesy and respect at all times. 

 Ensure that all visitors to the centre are acknowledged promptly and that they are provided with the necessary level of service. 

 You will be expected to undertake a range of administrative duties to enable smooth running of the centre and to assist the 
management team in the operation of the company’s business. 

 You should handle any complaints in a professional, appropriate manner and ensure that the Centre Manager is appraised of 
any such issues. 

 You should work closely with your colleagues to provide a smooth, seamless service to clients and constantly look to improve 
our working practices. 

 You will manage a variety of diary systems including conference room bookings, visitor car parking and work rotas. 

 You must ensure that all visitors to the centre sign in and out in order to adhere to our Health and Safety Regulations. 

 Keep reception area clean and tidy at all times. 
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Administration: 

 Ensure that the CCTV system is functioning correctly and that the system is management in accordance with the Data 
Protection regulations. 

 Ensure an appropriate stock of stationery is kept and maintained. 

 Assist with administration duties such as filing, photocopying, laminating, faxing, etc. 

 Sort and distribute incoming post, frank and post all outgoing post. 

 Database management for clients’ information, car parking bookings etc. 

 
Conferencing:  

 Maintain and manage conference facilities including taking bookings and selling the AMP Technology Centre as a meeting 
venue, setting up rooms, greeting delegates, etc. 

 Take a flexible approach to your working hours to ensure that evening and weekend events and conferences are fully staffed. 

 Preparing conference refreshments including hot and cold drinks.  

 Ensure that all meeting rooms are presentable prior to the start of each conference/meeting, that the rooms are kept clean and 
tidy and that any equipment ordered by the client is present and in good working order. 

 

ICT: 

 Commission and decommission telephone and Internet services. 

 Provide first contact support and diagnosis of technical problems raised by clients, liaising with third parties as applicable to 
ensure that service level agreements are met. 

 Maintain accurate records of service provision to clients and produce accurate billing information. 

 Update content on the AMP Technology Centre website via a content management system (CMS). 
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Finance: 

 Produce monthly sales invoice information in order that our finance team can prepare the sales invoices. 

 Checking all invoices prior to distributing them to clients to ensure that all invoicing records and data is accurate and charged to 
appropriate customers accounts. 

 
Health & Safety: 

 Ensure all relevant Health & Safety regulations are complied with and assist with Health & Safety activities, in particular First Aid 
and fire evacuation procedures. 

 
Client Management: 

 Assist with the setting up of offices for new clients including organising keys, programming security fobs, ordering signage and 
informing the relevant authorities regarding payment of business rates. 

 Setting up new telephones for clients and assisting the IT team with Internet connections and support as required. 

 
Sales, Events, PR & Marketing: 

 Assist the Centre Manager in handling new enquires and accompanying prospective new tenants on viewings of offices, 
providing quotations, etc. 

 Organising and attending functions and networking events held at the AMP Technology Centre or elsewhere as required. 

 Produce Press Releases and ensure that the company’s websites are kept up to date and accurate. 

 
Other: 

 Be an integral part of the AMP Technology Centre team. 

 To act as an ambassador for AMP Technology Centre, ensuring that your behaviour reflects well on the project and the 
management company.  

 Any other duties as requested by Centre and CSML management team in order to meet the changing needs and demands of 
the business. 
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Status: Full Time, 08.30 to 17.00 with one hour for lunch. The position is permanent subject to the satisfactory 
completion of a 6 month probationary period 

 
Salary: £18,000 - £20,000 per annum + Bonus 
 
Location: Advanced Manufacturing Park Technology Centre, Rotherham,South Yorkshire with occasional travel 

elsewhere in the region. 
 
Responsible for: N/A 


