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Sales Support Officer – Manchester

justteachers is an Education Recruitment specialist with offices covering England and Wales.  Our main emphasis is supply teachers into state schools, with additional focused teams covering short term and permanent placements.

Our tremendous organic growth is based on attracting talented staff who, will grow with the business.  Due to our continued success we have an opportunity to be part of our new team in Manchester.

This position is a sales support administrator with a leading specialist education recruiter.  You will be working as part of a fast growing branch in order to take responsibility for providing a comprehensive administration support to the sales team.

This is a challenging and busy role that is so much more than other administrative roles, offering excellent rewards.

Desired Skills and Experience:
Skills 
· Experience in an administrative customer focus role

· Proficient with administrative software (MS Word, Powerpoint, Excel)

· Exceptional organisational and administrative skills (High level accuracy and attention to detail) with the ability to prioritise work loads effectively

· Ability to multi task and work on own initiative

· Excellent communication skills (verbal and written)

Personal attributes 
· Strong sense of customer service

· Passion for achieving consistent accurate results

· Committed to delivering excellent quality and service

· Ability to work as part of a team

· Desire to build a successful career

· Self-disciplined approach

In return justteachers will offer you
· Excellent Pay and Remuneration package

· Uncapped bonus scheme

· 30 days holiday allowance + bank holidays

· *Group Income Protection

· *Death in Service Policy (4 times annual salary)

· *Group personal Pension Scheme

· Ongoing training and development

· High-achiever rewards

· REC membership and support

· *Eye sight tests

· *Childcare vouchers

· *Holiday allowance

· *Cycle to work scheme

* On completion of 3 months probation

Email address for applications Jane Embury Branch Manager jane.embury@justteachers.co.uk

