Admin/Purchasing Apprenticeship
Working hours: Full-time / Permanent
Job type: Apprenticeship
The Company
Intec Microsystems Limited is young and dynamic IT Sales organisation who is looking for enthusiastic and confident individuals to assist in a broad range of tasks within its busy sales department. The company will help train the successful candidates in Administration and Purchasing, which will help the successful individual gain experience in several key areas of the IT industry. Hopefully as a result the individual will become an asset to one of the fastest growing IT companies within the UK.
Job description:
Working towards: NVQ Level 2 Business Administration

· Raise and process sales orders on our system (Forturo)

· Raise and process purchase orders that relate to customer back orders

· Chase all direct deliveries and invoice off accordingly.

· Liaise with the sales team to ensure that they are kept up to date with the progress of their orders and purchase orders
· Answer the phone and effectively communicate messages to the relevant people.
· Liaising with other administration staff and communicate effectively regarding any issues.
· Ensure that all data on suppliers are maintained within our system

· Run sales order reports and look at all open orders on our system on a weekly basis. Requesting information on the status of each order from all relevant sales staff.

· Send out details to all salespeople relating to Weekly and Monthly figures and number of accounts traded. 

· Have a good understanding of all aspects of administration duties within the business. 

· General administration duties and filing of documentation.
· Complete any other duties and take on additional responsibilities as requested.
· Communicate any issues that you identify within the business to a director or a senior member off staff.
· Take full responsibility for your actions at all time. 

Skills and requirements: 
· Team player and have the ability to work as an individual and under own initiative.

· Approachable, customer service skill

· Reliable and hard working with a strong desire to learn new skills and progress within a fast moving dynamic IT company. 
· Good Microsoft office skills especially in Excel

· Excellent salary and bonus which is well above standard apprenticeship levels
Full training and support will be provided by Intec Micros and independent training agencies to ensure the correct standards and abilities are reached.
Contact: recruitement@intecmicros.co.uk

