Registered Charity No: 1077306

Registered Company by Guarantee: 3816209

    Job opportunity
 
South London Tamil Welfare Group a prestigious National Charity based in Collierswood requires a first class customer care worker to provide an excellent front of house service.

Your main duties will include answering all inbound calls to the central switchboard promptly, professionally and courteously, forwarding calls through to the appropriate staff and where necessary, taking and passing on messages promptly and accurately. You will also act as a first point of contact for all the visitors and the customers. You will keep and maintain order in the reception area and will receive faxes and sign in all deliveries, manage the booking of clients to access different support services and carry out the preparation of all outbound mails.

You must have excellent verbal communication skills in English and Tamil, the ability to prioritise and co-ordinate across multiple tasks with good IT skills and the ability to work collaboratively in a team. You should also be self motivated, flexible with a keen attention to detail.

This is a fantastic place to work, apply now!

Customer Care Worker

Part – Time
25 hours per Week from 9.00am – 2.30pm
Salary £5.93 per hour  
Fixed Term Contract from July 2010 – March 2011 
Successful candidate will have:
· Minimum 1 year experience in providing front line services
· Excellent communication skills in English and Tamil

· High level of computer literacy
· Must be able to take up the appointment immediately 
For further details and an application pack please contact,

South London Tamil Welfare Group

36, High Street, Colliers wood, SW19 2AB

Tel: 020 8542 3285 or email:reception@sltwg.org.uk

Closing date: Friday 25th June 2010 5.00 pm

Interview: Week Commencing 28th June 2010 
We are an equal opportunities employer and investor in people







