
JOB DESCRIPTION 

 

JOB TITLE 

Customer Services Administrator 

 

RESPONSIBLE TO  

Customer Services Manager  

 

PURPOSE OF JOB  

The Good Book Company exists to encourage people to open up the Bible, striving to produce Bible 

study, training and evangelism resources which are faithful to God's inspired word. 

 

The Customer Services Administrator is responsible in aiding the successful delivery of a highly 

responsive service to individual customers, churches and other organisations, through being a team 

player, using own initiative and being proactive in the growth of the company. 

 

KEY DUTIES AND RESPONSIBILITIES 

● Providing excellent customer service, and going the extra mile for our customers to ensure 

high level customer satisfaction.  

● Responding to customer queries via a range of communication channels including phone, 

email, post and instant-messaging 

● Updating database quickly and accurately 

● Picking and packing orders 

● Attend occasional weekday or weekend conferences and events to staff a company 

bookstall (with appropriate time off in lieu) 

 

REQUIREMENTS (Essential = E, Desirable = D) 

 

EXPERIENCE 

● Previous customer service experience (D) 

● Excellent computer proficiency (E) 

● Data analysis (D) 

 

SKILLS/ABILITIES 

● To be able to build a good rapport with staff and customers (E) 

● Good organisational & administrative skills (E) 

● Excellent telephone manner (E) 

● Capacity to use own initiative (E) 

● The ability to multitask (D) 

● Driving licence (D) 

 

 

 

 

  



 

PERSONAL QUALITIES 

● Excellent communication and people skills (E) 

● A polite, tactful and friendly manner (E) 

● An understanding of the pressures and priorities of local church ministry (D) 

● An enthusiastic approach to work and an excellent team player (E) 

● Excellent attention to detail (E) 

● Time management and prioritising own workload skills (D) 

● Good problem-solving skills (D) 

● Collating and analysing data (D) 

● The ability to undertake physical work in the warehouse including lifting boxes (up to 20kg in 

weight) (D) 

 

QUALIFICATIONS 

● GCSE Maths grade C (or equivalent) 

● GCSE English grade C (or equivalent) 

 

TRAINING OFFERED 

The person appointed will be familiarised with warehouse and office procedures, health and safety 

matters, database operation and other tasks relevant to the job. 

 

OTHER DETAILS 

Location: TGBC Offices, Epsom, Surrey 

Hours:   Full Time 9-5pm but with a degree of flexibility (35 hours per week) 

Salary:   £15-18k 

Benefits: Generous pension scheme, Staff discount on TGBC resources 

Holiday: 20 days + Bank Holidays and extra leave for camps if desired 

 

About the Good Book Company 

 

The Good Book Company is an international publishing company dedicated to helping Christians and 

local churches grow. We believe that God’s growth process always starts with hearing clearly what 

he has said to us through his timeless word - the Bible. We create and distribute user-friendly 

resources to the Christian community, with people of all backgrounds and denominations using our 

Bible studies, books, evangelistic resources, DVD-based courses and attending our training events. 

We want to equip ordinary Christians to live for Christ day by day, and churches to grow in their 

knowledge of God, their love for one another and the effectiveness of their outreach. Our UK team is 

based in Epsom, Surrey, and we have a growing business in North America, based near to 

Washington DC. 

 


