[image: image1.jpg]a r u FIRE LIFE SAFETY & PROPERTY
PROTECTION PROTECTION




JOB SPECIFICATION

ALARM SERVICE ADMINISTRATOR
ARGUS FIRE SYSTEMS SERVICE LIMITED

THE ARGUS GROUP

REPORTS TO:
Service Manager, Auckland

INTERNAL FUNCTIONAL 


RELATIONSHIPS WITH:
Managers, Compliance Manager,


Support office, Service Technicians

EXTERNAL:
Clients, Contractors from other services, Fire Brigade, ADT & other suppliers

LOCATION:
Auckland region

1. PRIMARY RESPONSIBILITY

The Alarm Service Administrator is responsible for organising and prioritising service work.
This role requires attention to detail and emphasis on customer service.

All work must be in compliance with all statutory requirements and within best industry practices. 

2. General duties

· To organise and prioritise service work maximising efficiency and maintaining an excellent service record with our clients.

· Efficient supervision of all field staff.

· To effectively manage the callout roster and keep this roster updated.

· Completion and accurate processing of field staff timesheets on a weekly basis.

· Communicate with clients keeping them updated on work in progress or quoted jobs. 

· To maintain and update training and personnel records.

· To order equipment and materials as required for the timely and efficient execution of programmed and emergency service jobs.

· To maintain equipment records – keys, tools, etc.
· Any other duties, which are directly related to the growth and efficient running of the Service team, as seen fit by the Service Manager.
· Deal with fellow members, suppliers and customers by telephone, 

email, fax and face-to-face when they visit.
· Facilitate prompt service to our clients by obtaining pertinent and correct information from these clients requesting service, analysing this information accurately and channelling the request to the appropriate staff and/or contractor.

· Manage service jobs for Key accounts.

· Manage appropriate follow-up procedures for defect and remedial items identified during routine testing, annual surveys and biennial surveys.

· Manage inwards and outwards correspondence by telephone, fax, email and mail.

· Co-ordinate all word-processing and data entry services.

· Maintain and manage the divisions’ filing systems, including archives.

· Other administration duties that may arise and will be discussed and agreed upon.

3. MEASUREMENT OF PERFORMANCE

· 360O feedback from colleagues, contractors, suppliers and customers.

· Accuracy and efficiency of client records, reports, paperwork and files.

· Compliance of the divisions’ procedures to ISO 9001.

· Accuracy of word and data processing.

· Timeliness, relevance and accuracy of reports.

· Achievement of division’s agreed budgets and targets.

In addition, the following less tangible factors will be taken into account:
· Understanding and commitment to ‘the Argus Way’.

· Loyalty to the Group.

· The standard of the Group’s performance records.

· Personal development and currency of knowledge.

· A degree of co-operation with Line and Functional Management from   Support Team and the Branches.

· Communication in a professional manner towards clients at all times.

· Problem Solving – ability to identify or rectify any problems.

· Ability to supervise others work

· Their degree of co-operation with line and functional management of Head office and branches.

