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Customer Solutions Coordinator

Employment Type:   Full time (reduced hours possible) 2 year contract 

Location: 104 Greenhill Road, Unley, South Australia
Do you want to make a real contribution to delivering independence, power, choice and control to people living with disability? Are you an early adopter of the latest smart devices and tech? 

The Customer Solutions Coordinator arranges the customer bookings and organises aspects of our innovative work. The position requires a self-motivated, well organised individual who is interested in a mix of communication, scheduling, data entry and sales. 

If you are successful in the role you will work across two teams; Stretchy Tech and inhousing.

· Stretchy Tech brings life-changing results to people living with disability with customised inclusive technology. We have a whole life approach. Our solutions are focused on increasing independence, dignity, well-being and freedom, both at home and in the community. Our products won't set individual’s apart from mainstream society. If anything, they will set people ahead.

· inhousing is an innovative provider of contemporary community-based housing for people living with disability. We construct and rent fantastic houses. We encourage tenants to choose support   

Our services are based around a customer-centred philosophy, in which all team members and external consultants collaborate to achieve the goals identified by individuals and their families. The successful candidate will possess strong professional and ethical values that align with this philosophy.

The role is offered on a full-time, 2 year contract. Hours are flexible and reduced hours are possible. People living with disability are encouraged to apply.
Success in the role?

To be successful in this role you will have the skills and attributes as described in the attached Job and Person Specification.

How to apply

Address your application to Mr Geoff Barber, Chief Operating Officer Applications can be submitted via email geoffb@stretchy.org.au.

We will commence the short listing process on the 5 April 2019
Enquiries 

If you would like to discuss this role please feel welcome to email us at geoffb@stretchy.org.au 
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Role description & person specification
	Title of Role:  

Customer Solutions Coordinator
Term of Appointment:  
Full time (reduced hours possible). 2 year contract.  




ABOUT THE ROLE
1.
Summary of the role’s aim
The Customer Solutions Coordinator is responsible for effective and efficient:

· Delivery of exceptional customer service to individuals and agencies using Stretchy Tech & inhousing services; 
· Coordination of customer bookings, scheduling of meetings for occupational therapist and technicians
· Communication and promotion of the agency’s marketing material, training, products and services.
· Timely and accurate enter of data and records

2.
Key Benefits (Outcomes)
[A summary of the measurable benefits that will be brought to the target community]

· Customers experience exceptional service, communication and coordination.
· People have their technology needs assessed, prescribed and commissioned in a timely and effective manner.
3.
Key Deliverables (Outputs)
[A summary of what the role will quantitatively produce]

· We meet our performance objectives for scheduling, productivity and coordination of work so the organisation gets the highest value from its staffing arrangements;

· We meet our objectives for growing brand awareness, sales and installation targets

· Customer bookings, training and promotional opportunities are coordinated;
· Customer records and information are entered and maintained in timely and accurate manner;
· Telephone and email enquiries are managed in an efficient, friendly and professional manner.

· We work as a team, with internal staff receive professional administrative support;
· Customers living with disability receive information and services which are accessible and responsive to their needs; and
· The organisation’s online presence is enhanced through the development of engaging and interesting content for the website and facebook pages.
4.  
Main work activities (Processes)

· Proactively organise and confirm appointments with customers and schedule these with key staff. 
· Liaise with key trades and contractors to schedule work

· Maintain and enter booking and scheduling information into software
· Provide quality, timely data entry of records, payments and invoices
· Distribute promotional material and arrange briefings 

· Coordinate marketing events and expos.
· Identify sales leads and follow up on service enquiries
· Develop and maintain an effective customer focussed relationship with tenants and other stakeholders

· Generate online content for website and facebook 
· other activities as directed by COO or delegate.

5.  
Reporting/Working Relationships
This role reports to (role sponsor):


· This role reports to the Chief Operating Officer or delegate
This role is responsible for the following other roles:

· Nil 
This role is responsible for maintaining good networks with:

· People living with disability
· Families of people living with disability
· Interagency team members
· Disability sector agency staff

· Government, community and industry staff relevant to the work

6.
Special Conditions (Such as travel requirements, frequent overtime, etc).
The role demands a commitment to:

· Support and contribute to the achievement of the organisation’s goals as set out in the strategy and business plan and successor documents;
· Initiate, and participate in, activities in support of best practice, a learning organisation, and the generation of knowledge capital;
· Work outside of normal business hours where this is needed;

· Participate in performance planning and review, as frequently as may be required, but at least annually, and commit to ongoing personal and professional development;

· Be willing to change office location if directed as a result of service development and organisational change;

· Support the integrity of the organisation by maintaining a high standard of personal and professional conduct that supports our values, including:

· People living with disability having personal authority in their lives
· Inclusive communities

· Capacity-building

· The exercise of ambassadorship

· The exercise of your best judgement in respect of safeguards for you, your fellow team members, people living with disability and their families, and other visitors to our organisation.
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ABOUT THE ROLE HOLDER
As the Customer Solutions Coordinator you will bring to the role: 
· A capacity and passion for exceptional customer service to stakeholders including; people living with disability, families and personal support agencies 

· Demonstrated capacity to maintain high team and office energy, to work independently, show initiative and work productively within a team environment.
· The ability to enter electronic data and information in a timely and accurate manner (40 wpm);
· Capacity to greet customers in a warm and friendly manner, deliver general administrative duties, coordinate communication initiatives, displays & info sessions
· Capacity to coordinate customer bookings and team schedules
· Strong organisational and excellent communication skills with attention to detail

· Accountability and capacity to maintain a high level of professionalism and confidentiality

· Comfort with selling as well as promoting services/products.
· A strong interest and early adopter of technology, including; computers, tablets, and phones
· Capacity to easily connect and identify with key values associated with the disability movement;
· Practical awareness of health and safety considerations in the workplace.
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