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James Jones

& SONS LIMITED

Administration Assistant

Location: Lockerbie Sawmills
Working Hours: 42.5 hours per week, Monday to Friday, 08:00 — 17:00 (permanent)

About the Role:

We are looking for an Administration Assistant to join our team. This role is ideal for
someone seeking to develop administrative skills within a professional office environment,
whether you are new to administration, returning to work, or changing career direction.

You will work under supervision and receive structured support and training from an
experienced team member. The role involves a range of routine administrative duties, and
full training will be provided on all systems and processes. We are looking for someone who
is organised, reliable, and keen to learn.

You will be supported by a Senior Administrator or Office Manager who will provide
training, guidance, and regular feedback to help you develop in the role.

Key Responsibilities:

o« Data Entry & Information Management:
Accurately input, update, and retrieve information using company systems, including
Pinja and Microsoft Excel

¢ Communication & Administrative Support:
Act as an administrative point of contact, answering routine telephone calls,
monitoring shared email inboxes, distributing post, and preparing professional,
template-based email correspondence

o Document Management & Compliance:
Organise, scan, photocopy, and format documents in line with company procedures,

ensuring compliance with data protection regulations (GDPR)
o Daily Ticket Checks:
Review delivery tickets and cross-reference them against internal IT systems,

identifying and reporting any discrepancies
Skills, Experience & Qualifications:

¢ National 5 qualifications (or equivalent at C or above)including English and
Mathematics, or equivalent experience

e Basic IT literacy, including email and document management

e Clear written and verbal communication skills, with a professional and courteous
manner

o Ability to work effectively as part of a team and respond positively to guidance and
feedback
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James Jones
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e Good organisational skills and the ability to manage routine tasks accurately and
meet agreed deadlines

e Full training will be provided on all company IT systems and procedures
Remuneration & Benefits:

o Competitive salary

e 33 days’ annual leave pro rata (including statutory holidays)

e Employer pension contribution available after 3 months

¢ Comprehensive Health & Wellbeing services, including access to remote GPs, mental
health support, and physiotherapy (available after 3 months)

¢ Life assurance cover available after 3 months

Applicants must be eligible to work in the UK without sponsorship.
About James Jones & Sons Ltd

James Jones & Sons Ltd is one of the UK’s largest and most progressive timber processing
companies. A 5th generation family business, the company specialises in timber harvesting,
sawmilling, engineered wood manufacturing, and distribution. With operations across 28
sites in the UK, 3 in Australia, and 2 in New Zealand, we are committed to supplying
high-quality, British-grown timber to the construction, landscaping, and agricultural sectors.

For further information, visit: www.jamesjones.co.uk

Our CARE values underpin everything we do:
e Collaboration
e Ambition
e Respect
e Excellence

If you value teamwork, take pride in your work, and are committed to learning and
continuous improvement, we would love to hear from you. Please forward your CV to:
lockerbie.recruitment@jamesjones.co.uk
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