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Job Title Branch 
Administrator (Operations) 

Reference Issue Date Issue Number 

JP 1010 03/10/2025 4 

 

About Orbis 

At Orbis we understand that no two customers are the same – there’s no one-size-fits-all approach to protecting your 

property, people and assets. 

Our experts are trusted to protect what’s valuable in everything from commercial property to social housing and 

construction. Nationwide and international capability, delivered with local intelligence. 

The ambition is to set the standard and pioneer a better way: being ahead of the game with innovative, technology-

enabled solutions while still being people-focused. Being trusted to deliver time and time again and providing an 

exceptional customer experience. 

Purpose of the role 

 To carry out the day-to-day administration within the branch and ensure that all business activities are completed.  

 To enter jobs onto the WFM, Hireman system and Workday. 

 To ensure that jobs can be organised and completed in line with customer specification.  

 To process job sheets by inputting data onto the WFM, Hireman system and Workday. 

Reporting and management structure 

 Reporting to: the Regional Manager / or Area Manager 

 Key Interfaces: No supervisory responsibility for any other staff 

Key result areas 

To ensure that the administration for the branch is organised and to ensure that any telephone calls are dealt with 

promptly and professionally and customer requests are processed accordingly.  

Job responsibilities 

The role is varied and will include, but is not limited to, the following: 

Primary Administration  

 To assist with the compilation of customer and branch statistics. 
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 To enter all job on the MFM system making available for planning.  

 To answer phone calls into the branch promptly and professionally. 

 To process completed work orders. 

 To update customer portals. 

 To provide administrative support to the Regional Manager, including typing of reports and taking minutes. 

 Ensuring documentation is filed/archived, and the filing system is up to date. 

 

Data Entry  

 To answer telephone calls and create job instructions on the order entry system. 

 To ensure that the instructions are raised on the correct client account codes. 

 To check that all written orders received have been created in order entry. 

 To assist with the input of secondary jobs passed from the control desk, resulting from original works order.  

 

Data Processing  

 To ensure job sheets are processed through confirm complete on a daily basis. 

 To ensure that customer price brands are maintained on a regular basis. 

 To identify chargeable items from work carried out.  

 

General  

 To ensure that all company procedures including health & safety, ISO9001 are adhered to by yourself.  

 

Secondary  

 Perform as a fully supportive team member. 

 Report all problems, complaints & faults to the Operations Manager. 

 Communicate appropriately with all parties as & when required. 

 To assist with the input of secondary jobs passed from the control desk, resulting from original works order to the 

AS/400 system. 

 Carry out any other reasonable duties to meet the needs of the Branch. 

 

Note:  

This job description Is intended to give the post holder an appreciation of the role envisaged for this position and the 

range of duties undertaken. Specific tasks and objectives will be agreed with the post holder throughout the period of 

employment. The job description may be varied from time to time by the Company to reflect changes in the post holder’s 

role and/or the needs of the business. 

 

Conditions 

Hours of work Monday to Friday, 40 hrs per week 

Work base Local Office 

Benefits In addition to a competitive salary, we also have a range of benefits which includes Life Insurance, Sick Pay, 

Company pension, holidays, Employee Assistance Programme, and onsite Mental Health Champions, Perkz, 

Annual Bonus scheme, fantastic career progression 
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Person specification and key skills 

Essential 

 Administration experience 

 Organisation skills  

 Good knowledge of Microsoft Word and Excel 

 Good telephone manner 

 Methodical approach to administration 

 Able to understand basic contract terms and conditions. 

 Ability to manage multiple jobs whilst maintain a sharp attention to detail. 

Desirable 

 Experience working with billing platforms  

 Excellent verbal and written communication skills. 

Competency profile 

 Accurately create, update, and maintain billing records, ensuring all invoices are generated and sent out on time and in 

accordance with contractual terms.  

 Investigate and resolve billing and payment discrepancies, coordinating with internal departments and external parties 

as needed.  

 Initiative: Demonstrates ownership of problems or issues, often overcoming obstacles, and can be relied on to complete 

tasks with minimal supervision. 

 Innovation/Creativity: Contributes useful ideas/participates in “brainstorming” sessions. 

 Communication: Able to communicate effectively, both orally and in writing.  Capable of explaining complex concepts in 

a clear and concise manner that will support training.  Ability to communicate with all levels of seniority within an 

organisation. Capable of influencing without direct reporting lines. 

 Teamwork & Cooperation: Willingly co-operates with others to complete tasks. 

 Motivation: Embodies (and so communicates) the team/company’s vision, values and principles. 

 Decision Making: Weighs option, considers risks, and plans contingencies.  

 Managing Change: Open to new concepts and assists in the implementation of change. 

 Problem-Solving: Identifies symptoms of problems and gathers relevant information systematically, accepting the input 

of others 

 Customer Service: Appreciates service to both internal and external customers and delivers to a high standard.  Holds 

themselves accountable for professional, courteous engagement with all customer groups. 

 Empathy: Some changes that need to be made within the business will be revising long-standing practices.  Needs 

awareness of the impact these may cause and how to handle them with tact and diplomacy. 

 Planning: Develops plans to meet project objectives. 

 Organising: Organises to meet objectives. 

 Co-ordinating: Manages multiple project objectives. 

 Controlling: Sets standards and measures to achieve project objectives. 

 Reporting: Reports against project objectives. 

 Developing: Studying towards qualifying as an Accountant 

 Analytical and detailed: Reviews data and outcomes from systems and processes and can understand cause and effect 

to suggest appropriate changes to systems. Has a strong focus on detail to deliver prompt and accurate output from 

the entire team. 


