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ROLE PROFILE: Broker Administrator


Location: 		Bromborough, CH62 4SQ

Working hours:   	8.30am – 5.00pm (1 hour Lunch Unpaid)

Reports to:		Broker Supervisor     


The Role
You will be responsible for the day-to-day coordination of the Broker Management email inbox. This includes processing customer orders and enquiries, liaising with suppliers, and arranging waste transfers. You will accurately enter and maintain data on the company computer systems to ensure all work orders are recorded correctly. 

Broker & Operational Support
· Provide day-to-day administrative support to Waste Brokers
· Assist with the setup, processing, and maintenance of customer and supplier accounts
· Prepare, issue, and manage waste contracts, schedules, and service documentation
· Support brokers with quotations, pricing updates, and tender submissions

Customer & Supplier Liaison
· Act as a point of contact for customers and suppliers, handling queries professionally and efficiently
· Resolve basic service or documentation issues, escalating where necessary
· Support customer onboarding and account management processes

Financial & Data Administration
· Assist with invoicing, pricing checks, and reconciliation of brokered services
· Monitor data accuracy relating to waste streams, volumes, and service costs
· Produce reports and spreadsheets to support broker and management activity

The Ideal Candidate 
· Proactive and well-organised
· Reliable with a strong sense of accountability
· Comfortable working independently and as part of a team
· Willingness to learn and develop knowledge of the waste industry

Skills and Experience
· Excellent organisation and time management skills
· Good administration skills
· Advanced knowledge in the use of Microsoft Office applications
· Sales support and customer service
· Good level of written and oral communication
· Knowledge of the waste industry / hazardous waste would be an advantage.
· Knowledge / Experience using CRM would be an advantage


Company Info
· The Health, Safety and Wellbeing of our employees is very important to us
· It is your responsibility to take reasonable care of your own and other people’s Health and Safety and must cooperate with us on Health and Safety matters
· You will represent the company in a professional capacity at all times 
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