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Job Description
	Job Title:  

Customer Operations Coordinator                                         
       
	  Function:              Operations


	
	  Region:                 Billingham, UK


	Responsible to: 
Customer Operations Supervisor

	Responsible for:   No direct reports

	Job Purpose:     To provide exceptional customer service by focusing on the individual directly or through the support of the team members, promoting long-term customer relationships and customer loyalty. 



	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Communicating with trucking companies, shipping lines and customers.
Coordinating and scheduling pick-up of bulk liquid products with customers and trucking companies.
Booking tank containers with steamship lines.

Issuing instructions for export/import shipments.
Working closely with overseas offices regarding pending shipments.
Establishing good relationships with customers and vendors.
Updating and maintaining shipment information in our in-house system.

Supporting the Company’s core values and behaviors.

	Timely, courteous and effective communication.
Pick-ups completed as per specification.
Bookings completed as per instructions and in time.
Instructions are courteous, timely and accurate.
Timely, courteous and accurate communication regarding pending shipments.
Zero complaints.  Good customer/vendor feedback.  Repeat business.
Accurate and up to date system.
Displaying behavior in-line with the Company’s core values and behaviors and reporting or addressing any behavior which is not compliant.



This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.



