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Full Job Description
Job Title: Administrator
Location: Birmingham 
Salary: £15,000-£18,000
Contract Type: Permanent
Hours: Part Time, Monday to Friday
About Us

At One Health Care are a leading Occupational Healthcare and wellbeing service. Our aim is to improve the health and wellbeing of the UK workforce. We help to do this by supporting healthy high performance in our client organisations, helping them to achieve their full potential through their people.
We deliver comprehensive services, including absence management, fitness for task assessments, health surveillance, vocational rehabilitation, and wellness programmes, as well as a full range of diagnostics and treatments
We are a forward-thinking, rapidly growing organisation who are keen to invest in people and support them to ensure their long-term career progression. We are a company who are going places and we want you to come with us!
Role Summary:
The Customer Service Administrator is responsible for the day to day servicing of Occupational Health cases on behalf of Optima Health for its clients.
Through administrative processing, proactive updates and query handling the role holder will ensure contractual KPI’s are hit and a quality customer experience is delivered.
Main Duties and Responsibilities
Service Delivery
· Correctly log new case referrals onto the case management system
· Triage referrals in line with clinical decision tree and client specific requirements.
· Contact employees to book appointments in line with set Booking Rules.
· Provide confirmation correspondence and telephone updates to clients and employees on all activities undertaken.
· Actively chase older cases providing proactive updates to clients.
· When difficulties are encountered proactively update referring managers with solutions.
· Correctly log all activities and notes within the case management system ensuring it is up to date at all times.
· Manage customer enquiries ensuring queries are answered professionally in line with the customer charter.
· Proactively manage outside of KPI cases ensuring the next case steps are fast tracked, the customer is fully updated and the case aged is minimised.
· Manage complaints in line with Optima Health’s complaint handling process.
General
· Undergo relevant training and development programmes.
· Actively contribute to team meetings and briefs.
· Produce monthly team briefs and update reports.
· Identify service and productivity improvements.
Experience, skills and knowledge required for the role
· Good written and verbal communication skills.
· Good attention to detail.
· Able to meet targets and deadlines.
· Able to work under pressure and against challenging timescales.
· Solutions focussed.
· Good IT / PC skills including Microsoft packages.
What Can We Offer You?
· Excellent training and development opportunities
· Plenty of career progression opportunities
· 25 days annual leave + Bank Holidays
· Fantastic pension scheme
· Eye care test vouchers
· Flu jabs
· Reward Scheme
· Buy and sell holiday scheme
· Life assurance










To whom it may concern,

My life is dictated by two essential characteristics, the main one being a very good interpersonal awareness, as shown by my C.V. I believe that I am ideally suited to be the best candidate for the position as I have the ability to consistently complete all given work to a high standard and I can also work well in any given setting which I believe would make me a great asset to your company. It is these qualities that assist with helping a business to grow, develop and expand. However, you may feel anybody can claim to have these qualities. But, I can assure you that if I was given the opportunity to gain this position, these skills would be clear to see in my work as I would consider it a privilege to work for such a diverse, thriving and well-reputed company.

Kind regards, 

Jemmesha Larman

















Jemmesha Larman
Address Birmingham, BIrmingham
Phone 07436454549
E-mail jemmesha.larman11@outlook.com
A hard working, technologically savvy and self-motivated individual with a range of experience helping businesses in various sectors to thrive. Extremely skilled in prioritising and completing tasks to an extremely high standard. Broad experience using Microsoft Office and Quickbooks. Able to adapt with ease to any work environment and become an important, contributory member of any team.
Skills
Great adaptability Exceptional customer service Teamwork
Organisation
Microsoft Office
Time management
An eye for detail
Social media marketing Quickbooks
Work History
    Dec 2021 - Current
Bartender
Jamaya , Birmingham
Implemented drink preparation procedures that require significantly reduced wasted stock.
Followed all safety requirements for alcohol service and maintained network of available ride services for inebriated customers.
Merged productivity initiatives while complying with restaurant policies and procedures.
Determined business needs by acquiring client feedback for process improvements.
 
 Jul 2021 - Dec 2021
Decreased waste, following strict recipes and drink measurement protocol. Guaranteed optimal beverage stock by assessing inventory and collaborating with owners for corrective action planning to limit expenses.
Kept bar presentable and well-stocked to meet customer needs.
Bartender
Adian's Dining, Birmingham
Serving as one of the main points of contact.
Demonstrate full knowledge of menu items, contents and preparation methods.
Welcome newly arriving guests.
Thorough sanitise the bar at the start and end of each shift.
Mix, prepare and serve drinks.
Deal with customers complaints professionally and fairly.
Operated cash register for cash, check and credit card transactions with excellent accuracy levels.
Administrative/Personal Assistant
Community Education Services , Birmingham
Prepare communications, such as memos, emails, invoices, reports and other correspondents.
Process the intake of new students.
Answering phone calls, photocopying and printing.
Preparing documents for meetings.
Order office supplies and research new deals and suppliers.
Develop more efficient filing systems and customer database protocols. Generated reports and typed letters in Word and prepared PowerPoint presentations.
Supported efficient meetings by organizing spaces and materials, documenting discussions and distributing meeting notes.
Head Bartender
Ground Central Lounge , Birmingham
Maintain facility compliance with health codes, sanitation requirements and licence regulations by completing tasks according to company handbook. Elevate customer service by training staff, optimising restaurant operations and efficiently resolving order issues.
Monitoring spending and budgets in regards to stock and bar inventory. Optimise stock levels by overseeing bar inventory, restocking supplies and regularly placing orders.
Jul 2018 - Dec 2019
May 2019 - Nov 2019
  Education
Higher Education : Business Management

 May 2021 - Current
Sep 2016 - Jul 2018
Sep 2014 - Jul 2016
Sep 2014 - Jul 2016
Sep 2014 - Jul 2016
Sep 2014 - Jul 2018
Sep 2014 - Jul 2016
University of Wales Trinity Saint David - Birmingham
Continuing education in Business Management.
Level 3 Qualification: BTEC Diploma in Mechanical Engineering
Aston University Sixth Form - Birmingham
Level 2 Qualification: GCSE Core Science
Aston University Engineering Academy - Birmingham
Level 2 Qualification : Additional Science
Aston University Engineering Academy - Birmingham
Level 2 Qualification : GCSE Core Science
Aston University Engineering Academy - Birmingham
City & Guilds: Engineering Mechanics
Level 2 Qualification - Birmingham
BTEC Level 2 Diploma: Mechanical Engineering
Aston University Engineering Academy - Birmingham















