Customer Services Advisor – Job Description 



DESIGNATION: 	Customer Service Advisor 
	
DEPARTMENT:	Customer Services 				

LOCATION:	Bootle One Stop Shop & Southport One Stop Shop

GRADE & SALARY:		(E – 25,584 to £27,269) 

RESPONSIBLE TO:		Customer Service – Team Managers
					 

											 


JOB PURPOSE

The post holder will be responsible for providing first point of contact resolution to customers contacting Sefton Council Customer Services for information, advice and transactional services in respect of all aspects of the Council’s business. She/he will promote delivery of excellent customer services and a positive image of the Council and Sefton Council Customer Services. 

MAIN DUTIES

1. Working within Sefton Council Customer Services Department primarily dealing efficiently and proficiently with all enquiries from customers across the full range of Council services.
2. To respond to customer enquiries, providing excellent and professional customer services at all times.
3. To maintain and update customer information as appropriate on all systems used by Customer Services
4. Self management and a proactive approach to personal development within a constantly changing environment. 
5. To assist with the introduction of new services delivered by Customer Services.  
6. To assist with enquiries across all sites in Sefton Council Customer Services as and when required. 
7. Self-management in relation to personal performance, punctuality and attendance.

ORGANISATIONAL CHART

Attached


SPECIAL CONDITIONS (if applicable)


Flexible working time is in operation; however, the post holder must be able to work flexibly across the current hours of business (9.00 am to 5.00 pm – Monday to Friday) 


GENERAL:

	This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

	The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

	All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues, and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.


Prepared by:

Name		Mark Quillan (2024) 	
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