
 
 
JOB ROLE PROFILE 

 
Job Title: Customer Service Administrator 

Work Location: Jubilee Mill, Murton, York, YO19 5UT 

Hours of Work: 40 hours per week, 8:00am – 5:00pm (inclusive of 1-hour 

unpaid break for lunch), Monday - Friday 

Job Type: Permanent, Full Time 

Shift Work: 

Driving License: 

No 

Full UK driving licence due to location. 
  

 
 
About Us 
 
Founded in 1926, Thompsons of York produce and supply the highest quality animal feeds to 
British farmers. Our mill is fully accredited to the Universal Feed Assurance Scheme (UFAS), 
ensuring feed products match the demands of the major retailers. We have always taken 
pride in the quality, safe manufacture, handling, and storage of our feeding stuffs. Our 
customers know and trust the Thompsons name and the food safety assurances that enable 
them to compete in their markets. 

 
Job Purpose 
 
We are looking for an enthusiastic and motivated Customer Service Administrator to join our 
team at Thompsons. 

In this role you will be responsible for providing a high-quality service to customers by 
maintaining regular contact and keeping up to date with all products, services, and 
procedures. 
 
We are looking for someone with high standards, who can remain accurate while working in a 
fast-paced environment. 
 
Preferably applicants would have previous experience within a customer service setting and 
have an interest or background in agriculture would be advantageous. 
 
 
Key Responsibilities 
 

 Providing a quality service to customers by taking and logging telephone orders, and 
by communicating with relevant departments (Transport/Production/Sales) to ensure 
that orders are processed correctly. 

 Monitoring customer e-mail system and responding appropriately to queries. 
 Creating new accounts and updating customer details using company databases and 

systems. 
 Undertake outgoing calls to customers referring to sales history and analysis of 

ordering patterns to improve systems and service delivery as directed by the 
Customer Relationship Manager. 

JOB SPECIFICATION
Position: Customer Service

Administrator



 Assist with preparation and distribution of sales materials and customer 
communications such as letters, flyers and advertisements and invoices. 

 Prepare feed reports / customer information as required by sales reps. 
 Provide reception services to customers, clients and partners of the business.  
 Provide adequate cover for colleagues as necessary including financial and office 

systems such as sales and purchase ledger. 
 

 

In addition to the above, the post holder will be expected to carry out any reasonable task 
which falls within the scope and purpose of the post, or which the Company deems is within 
their capabilities. 

If you think you have the skills and experience we are looking for, we would love to hear 
from you! 

Due to the high number of applications if you have not heard from us within 14 days from 
submitting your application, please assume you have not been successful on this occasion. 

 


