
 

 

Customer Support Assistant Job Description 

Beardow Adams – Milton Keynes, England 
 

Introduction: 

Our products are used daily in tens of thousands of businesses and households globally- from box 
closing and carton sealing, the pages in a book, the mattress you sleep on, or the self-adhesive tape 
used on your next present will all be manufactured using an adhesive. 

We are looking for someone who is confident and with excellent communication skills.  

Reporting to the Customer Support Manager and as part of a customer service team, your role is to 
process order efficiently and accurately.  

You will be dealing with customers in a business-to-business capacity, from around the world and 
knowledge of exportation documentation and letters of credit would be an advantage. 

Job Title: Customer Support 

Responsibilities: 

> Process orders efficiently to achieve order targets and meet customer expectations. 

> Clear all orders daily, escalate issues if required. 

> Communicate updates to internal and external customers. 

> Manage the accounts of allocated customers. 

> Liaise with other departments to ensure all deliveries are correct. 

> Maintain and update the Salesforce database. 

> Process customer orders through our ERP system, BLISS. 

> Process documentation for despatch of goods on BLISS, including all invoicing.  

> Organising all export paperwork & documentation as required. 

> Drive sales with existing customers to meet weekly, monthly, and quarterly targets. 

> Target new customer base through warm and cold calling. 

> Check team orders to help a right first-time culture. 

> Respond to complaints from customers and give after-sales support when requested.  

> Ensure compliance with all Company Policy and Procedures, including, product safety and H&S 
Legislation.  

 
What we’ll offer you: 
 
We offer 28 days holiday (including Bank Holidays), private medical healthcare after 6 months, 
bonus, free parking, a fully equipped canteen area for you to cook and store your meals, plus free 
tea and coffee, cycle to work scheme, great pension and Perkbox for retail discounts. 
 
Location: 
 
Beardow Adams Ltd 
32 Blundells Rd,  
Bradville,  
Milton Keynes  
MK13 7HF   



 

 

 
Application: 

To apply for the role of Customer Support Assistant, please send your CV and cover letter to: 
careers@beardowadams.com. 

Good luck! 
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