
KEY ACCOUNTABILITIES KEY CONTACTS

SKILLS QUALIFICATIONS AND EXPERIENCE

Job Description:

HOURS

LOCATION

JOB TITLE

REPORTS 
TO



YOUR TASKS AND RESPONSIBILITIES: 

I understand and agree with the above job description. 

Date: _____________________________ 

Name: ____________________________ 

Signature: _________________________ 


	Date: 
	Name: 
	Signature: 
	Text2: Operations Clerk (JLR) 
	Text3: Manchester
	Text4: 37.5 hours, Monday - Friday
	Text5: Operations Manager
	Text6: Operations Clerk 
	Text12: Actively support clerical and administrative operations. Input data, arrange transportation, complete customs clearance, and handle general administration tasks.
Proactively assist the JLR Team in daily tasks.
Contribute to achieving site and company goals through active participation and collaboration.
	Text13: Operations Manager, Operations Team, Clients and third parties, suppliers. 
	Text14: Microsoft Office including Word/Excel/Powerpoint
Multi-tasking
Working well under-pressure
Customer service
	Text15: Customer service experience required 




	Text16: 1. To communicate daily in a professional manner with customers, team members and other key stakeholders. 
2. To efficiently and accurately fulfill tasks set by line manager.
3. To take responsibility for specific projects and tasks as instructed from time to time.
4. To produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
5. Liaising with staff in other departments and with external contacts.
6. Organising and storing paperwork, documents and computer-based information.





