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Job description 

 
Job title:   Customer Service Assistant – South East Region    
 
Grade/salary band:  7, £14,324 to £19,289 
 
Hours:    35 hours per week 
 
Accountable to:  Regional Sales & Customer Service Manager 
  
Location: Guildford, Surrey 
 
Job summary 
 
To provide an efficient and effective telephone sales service to incoming callers and calls initiated 
from sales campaigns, to assist the sales and customer service team in the achievement of targets. 
 
Main duties and responsibilities 

 
1. To provide the primary telephone answering service for incoming callers and to process their 

bookings/requests efficiently fully utilizing the current software packages available. 
 

2. To assist the Sales Executive(s) with making follow up calls to customers who require SJA 
products and services. 

 
3. To maintain the customer database ensuring contact details of customers are up to date. 
 
4. To advise and provide information and guidance to customers on current legislative 

requirements regarding first aid and health and safety. 
 
5. To process course bookings received in written format via email, fax or post. 
 
6. To process course paperwork, including certificates, following completion of courses. 
 
7. To refer any potential up, or cross selling opportunities to the Sales Executive(s). 
 
8. To assist with the coordination and development of courses specifically tailor made for 

customers.  
 
9. To maintain a detailed knowledge of the products and services offered within the region, 

ensuring the successful promotion of such by members of the team. 
 

10. To contribute and to comply with the organisations policies and    procedures within the sales 
and customer service team. This includes areas such as health and safety, human resources, 
finance and information technology but is not limited to these areas.  

 
11. To maintain professional internal and external relationships that meet the organisations core 

values. 
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12. To perform any other duties commensurate with these responsibilities, the grade of the post and 
skill and qualifications of the post-worker. 

 
Review of this description 
 
This job description is intended as an outline indicator of general areas of activity and will be 
amended in light of the changing needs of St John Ambulance. This job description is to be reviewed 
in conjunction with the post holder on an annual basis as part of the appraisal process. It is expected 
that the post holder will be as positive and flexible as possible in using this document as a 
framework. 
 
Initials and date of preparation: 
 
NB 10.07.12 


