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Excellent and previous customer service experience is essential, preferably from 
production/ manufacturing industry
Knowledge and understanding of the importance of an exemplary customer 
journey
Keen attention to detail
Ability to work within a fast-paced environment
Excellent communication, both oral and written
 Good interpersonal skills are essential
Data input experience
Office suite working knowledge
Reliable, committed and enthusiastic

Business Support Assistant

A permanent opportunity has arisen for an experienced Business Support Assistant to
work with both the sales and production teams at BIPVco. 
 
Role purpose
This role is the bridge between the Sales Team -> Production Team -> Customer. The
role has a customer service bias.
 
This is an office based role at our manufacturing facility in Newport. You will be the 
customer point of contact for all post sale transactions, keeping the customer informed
and maintaining the smooth running of the office.

At BIPVco we operate within a fast-paced environment and you will require a positive
and proactive approach to the duties of the role to manage this busy workload. It is the
role of the Business Support Assistant at BIPVco to ensure that the customer journey
is commendable.
 
Whilst you will be working across both the sales and production teams this is very 
much a standalone role. You will need to have excellent communication skills, strong
customer service skills and have the capability of prioritising your work load on a daily
basis. You will input data into the CRM and maintain your daily workflow. Alongside 
this you will liaise with production colleagues and customers to resolve queries and 
provide progress updates.
 
Essential Skill Set and Experience
As this is a standalone role it is essential that you are able to fulfil all duties as 
specified in the job description:
 

 
Please send your CV and a cover letter to recruitment@BIPVco.com
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