
 

 

Job Description 
 

Job Description 

Job Title Customer Service Support Team Member 

Reports to Customer Service Support Team Manager 

 
Job Purpose 

Support the Service function by completing administration tasks required on customers policies, 
accurately and efficiently within agreed SLA’s. 
 

 
Principal Accountabilities 

 Ensure that all daily task lists and mailboxes are worked and actioned within agreed SLA’s. 
 Serving as a subject matter expert, answer any walk up queries and providing training to 

colleagues when required. 
 Update daily, weekly and monthly accurate work flow and task reports, circulating these 

(when required) to the wider group (Management team) within agreed timescales. 
 Ensure good customer service skills are demonstrated whilst remaining compliant in line with 

the company’s quality model, on all customer contact tasks completed. 
 Achieve departmental and individual objectives relating to productivity, and task SLA’s.   
 Understand and take pride in your contribution towards the success of the business by 

striving to achieve the best in all areas of your performance, resulting in the achievement of 
departmental and individual objectives relating to quality and customer satisfaction. 

 Maintaining accurate information on each account, current commercial campaigns, FCA and 
DPA requirements, by following the company policies and procedures. 

 

 
 

Knowledge and Experience 

 Strong attention to detail with excellent written and verbal communication skills  

 Proficient computer skills  

 High level of both verbal and numerical reasoning  

 The ability to communicate with ease and confidence at all levels, ensuring that information 
is conveyed effectively.  

 Pro-actively manage your own time to ensure that all service level agreements are achieved.  

 Work well within a team and are also able to work on your own initiative.  

 At all times strive to reach your maximum potential by taking an open and pro-active 
approach to your own learning, playing a key part in your own personal development.  
 

 

 
  


