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MOODY DIRECT LTD
JOB DESCRIPTION
Job Title:

Office Administrator
Reporting to:
Management Accountant
Activities of the Company

· Supplying Process and Packaging products and services to the dairy, food, beverage, brewery, food, ice-cream, pharmaceutical and chemical industries in the following areas:

· Capital Equipment and Components – new and pre-owned;

· Machinery spare parts;

· Equipment maintenance services – scheduled and ad-hoc;

· Equipment calibration;

· Projects & Commissioning;

· Plate Heat Exchanger testing and refurbishment;

Purpose of the position

· General administrative duties, including but not limited to;
· Arrangement of correct workwear/PPE to staff;

· Arrangement of Fleet administration, car maintenance, fuel cards, driving licence updates;

· Stationary & office supplies management;

· To provide support where required, to other departments;
Key skills

· Computer literate;
· Communication skills;

· Good memory skills;
· Being able to prioritise;

· Good organisational skills;

Key Attributes

· Self-motivated;

· Flexible;

· Willing to help others;

· Willing to learn;

· Punctual;

· Friendly;

· Willing to succeed;

· Works well as a part of a team;

· Works well on their own;

Qualifications

· GCSE or equivalent Maths and English;
In addition, the Office Administrator must be prepared to undertake any reasonable requests made to meet the business needs of the company.
This position is a part-time role, with 8 – 10 hours a week to be offered on a flexible basis. 
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