
 

 

Sales Order Coordinator - Lamesley, Gateshead 

The pallet and packaging operation within the James Jones Group manufactures and repairs 
up to 14 million pallets a year, at 10 sites across England and Scotland. 
 
As part of James Jones & Sons Ltd, the UK's largest and most successful privately owned 
timber processing business, our pallet and packaging operation has some of the most 
advanced pallet manufacturing facilities in the UK, a national distribution network and offers 
a complete range of pallets and specialist timber packaging. Our customers include all the 
major pallet pools and blue chip companies including automotive, engineering, 
construction, pharmaceutical and retail businesses. 
 

We are looking for an enthusiastic Sales Order Coordinator to join our Administration 

Department, reporting to the Systems Director. 

The successful candidate will work Mon to Fri and the core hours will be discussed at 
interview. 
 
The role: The main purpose of this role is to provide additional admin support within the 
existing sales, accounts and production departments to ensure that the site runs effectively 
and efficiently. 
 
Responsibilities will include processing incoming sales orders and invoices. You will liaise 
with our customers, as well as our own production, transport and credit control teams. You 
will also be required to answer the main telephone switchboard, deal with reception and 
other adhoc duties.  
 
Key skills: Computer skills are essential (proficiency in Microsoft Excel, Word and Outlook) 
as well as the ability to multitask. The successful candidate should be numerate, an effective 
communicator with a pleasant telephone manner and friendly disposition and good 
customer service skills  
 
Desirable skills:  Navision – familiarity with the Navision management system would be an 
advantage. 
 
You should be able to demonstrate the above skills and have experience of working in a 

similar role.   

Please send your CV to: Donna O’Connor, Human Resources Manager, Broomage Avenue, 

Larbert, FK5 4NQ or email recruitment@jamesjones.co.uk by 18th June 2018. 
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