Premex Services Ltd

Team Manager – Job Description

Roles / Duties

Assist with the management of a team to agreed delivery of KPI’s and quality levels. Focus on quality and improvement is essential.

Maintaining and improving working relationships with existing and new clients assigned to the team

Ensure the client’s expectations are met and the services are provided within the agreed company and client SLA’s

Develop and maintain members of staff to be fully competent on all aspects of the process, provide coaching and quality feedback.

Aim to reduce the costs to the business through reducing the case lifecycle and meeting the set KPI’s

Ensure a quality rate of 0% or over of all service affecting errors and provide regular feedback on errors to team members

Motivation of the team and self to achieve the required KPI’s and SLA’s

Contribute both ideas and resource to projects when required 

Conduct fortnightly meetings with the team

Ensure all process and procedures are documented and updated when required

Lead by example

All aspects of People management, including performing monthly and annual performance reviews and appraisals

Adhere to all company policies and procedures and management of staff in accordance within these procedures.

Skills required

· Proven track record of process management 

· Basic financial / budget management experience

· Experienced in dealing with customers and building client relationships

· Report writing and analytical skills

· Proven people management experience 

· Computer literate – as a minimum in: Excel, Word, PowerPoint, Visio

Behaviours

Build positive confidence based relationships with both management and colleagues
Work flexibility and willingly contribute to the teams work

Actively co-operate with colleagues both across the department and within the group
Acknowledge effort and praise good work

Take responsibility for personal behaviour and actions and be aware of the impact on others
Refer positively to the organisation, its people and services

Accept feedback constructively and take action to improve skills
Presents self in a manner appropriate to the situation

Provide constructive feedback to others and help people to develop
Promote continuous improvement through supporting new ideas, suggestions and driving the changes

Listen and take account of colleague and team member views
Make informed decisions and communicate clearly to gain buy-in

Use and develop expert knowledge of the business in self and others
Deal rationally with problems

Give team members responsibility – with the right degree of control and management
Be approachable and open to colleagues and team members

Qualifications required

A-level / Degree or relevant work experience

5 + G.C.S.E’s or O-levels
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