
 

 

 
 

Administration Assistant - Major / Minor Projects and Sales - Vacancy 
 

Senseco Systems is one of the industry’s fastest growing most successful Fire and Security companies, based 

in Gillingham, Kent.  We are delighted to announce the vacancy for an Administration Assistant to support 
Major/Minor Projects and Sales Teams complementing our existing structure. This is as opportunity for the 
right candidate to join an established and successful team within the fire, suppression and security system 
Industry. The role is to support the Major/Minor Projects and Sales Teams but also the wider Senseco Team. 
This role would suit candidates with some office experience, but is a great opportunity for any candidate, 

at the beginning of their career to learn various business disciplines. 
 
Duties will include, but not limited to: 

 Provide comprehensive, efficient administrative service to the Sales/Major/Minor Projects 

Teams. 
 Develop and maintain office systems to ensure efficient collation, storage and retrieval of 

information. 

 Undertake general administration duties relevant to your position including data entry, 
answering telephone, managing email, and monitoring the day to day activities. 

 Liaise daily with the Department members and support all aspects of Admin support for the 
team. 

 Adhere to the Senseco ‘Customer Service Charter’ providing excellent communication and 
correspondence on behalf of the company to its clients. 

 Adopt a flexible approach to your role to ensure that tasks are completed in a timely 
fashion. 

 Identify and prioritise client emergency situations. 

 Ensure completed jobs are submitted, promptly for invoicing. 

 Receive, acknowledge and resolve customer queries. 
 
Skills Requirements: 

 Financially astute.  

 Good understanding of PC software (Excel/Word/Outlook). 

 Good written, oral and numerical skills. Excellent telephone manner. 

 Excellent attitude towards career development. 

 Excellent organisational skills. 

 Ability to work as a team member, but on own when required. 

 Ability and desire to learn the legal and regulatory compliance for the Fire Industry. 
 

Package 
Salary to be discussed and agreed dependent upon experience and measurable, demonstrable level of 
competence. 
Access to all company benefits 
 
Interested?  

Please send your CV to Emma Manuel, Head HR & Compliance  – careers@sensecosystems.com  

Closing date Friday 25th September 2020. 
 

Senseco Systems Limited  
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