 
Business Administrator Apprentice 
Pfeiffer Vacuum (part of the Busch Group) has produced high-end vacuum technology for over 130 years, but we have never stood still. We are constantly adapting and growing, as we deliver solutions and manufacture products that make the conveniences of everyday living possible.

We have approximately 3,400 employees operating from more than 25 locations worldwide, including Pfeiffer Vacuum Ltd (UK) operating from Newport Pagnell near Milton Keynes and Livingston in Scotland.   We promote diversity and are convinced that opinions, cultures, experiences, and values make the difference when it comes to being successful.  
Become part of the Pfeiffer Vacuum and Busch Group family! We have a great opportunity for a Business Administrator Apprentice based at our site in Livingston. Our aim is to develop talent to create an experienced and competent individual who can progress within the Administration Department and beyond.


Reporting to the Office Manager, The role is a multifunctional administrative role ensuring smooth and efficient operations within Sales and Service administration as well as supporting colleagues and teams across other departments, contributing to the overall success of the business.

The successful individual will be supported through a Business Administration Apprenticeship gaining an industry recognized qualification. 
Sales & Service Support Administration

· Responding to customer queries via email, Teams meetings and over the phone

· Booking sales and service orders and associated purchase orders

· Answering incoming calls and directing enquiries to the correct person 
· Liaising with the Sales and Service teams to check parts, pricing and quotations

· Issuing order acknowledgements, updating customers on deliveries
· Maintaining and updating the Customer Relationship Management (CRM) system
· Liaising with the Accounts department to check payments have been received

· Supporting with booking carriers, proof of delivery, stock receipts, invoice verification, and shipping and invoicing
· Supporting Service Engineers with administrative tasks where required
· Processing customer returns

· Co-ordinate quality reports and liaise with factory,customers and Sales Engineers 
· Liaising with accounts department checking payments have been received

· Participation in annual stock checking

· Some warehouse duties including receiving stock, picking and packing 
· General Office duties as requested within scope of the role

Business Administrator Requirements:

· Nat 5 in English and Maths as minimum
· Knowledge of all Microsoft Office suites with good experience of Excel
· Confident in communicating both verbally and written and across all platforms

· Excellent attention to detail

· Desire for continued learning and improvement

· Ability to multitask across different departments 

· Problem-solving skills.
· Able to organise and prioritise

· Good team player 

The Package

· Full Time: 37 hours per week Monday to Thursday 8:45am to 5pm, and 8:45am to 4:30pm on Friday.  

· Starting salary: £18,000 per year  
· Company and personal performance-based bonus 

· 25 days annual leave plus bank holidays 

· Employee Assistance Program

· Enhanced pension plan, with salary sacrifice schemes

· Access to private healthcare scheme 

· Free onsite parking

