
 

 

Job description 
Customer Relationship Administrator (H. R. Higgins (Coffee-man) Ltd.) 

• Responsible to: Director 

• Location: Hawsker, Whitby (Driving License Essential) 

• Part Time or Full Time  

• Monday to Friday: Days/hours to be discussed  

• Salary: Commensurate with experience 

 

Welcome to H.R. Higgins 

H. R. Higgins is a third generation Coffee and Tea Merchant and proud holder of a Royal 
Warrant. Family owned since 1942, we provide the best freshly roasted coffee and finest 
loose leaf teas to customers across the world through our website and from our shop in 
the heart of London’s Mayfair. This year we are celebrating 80 years of business. 

We are passionate about the area, our place in it, and the environment around us. Based in 
a beautiful rural location, our purpose-built, sustainable coffee roastery and offices 
overlook the historic Whitby Abbey.  

We pride ourselves on our relationships both in and outside of work, with our ethos being 
‘kind to each other every day’. We look forward to coming into the office and supporting 
one another to achieve our goals. 

You’ll be joining a really fun, motivated and friendly team so we expect the same from you. 

 

The Role: 

We are on the hunt for a motivated and proactive Customer Relationship Administrator to 
join our growing team. 

With a positive attitude and ready to get involved, the successful candidate should be 
confident, customer focused, well organised and eager to learn with an enthusiasm to join 
a dynamic and ambitious business. 

Previous experience in an administrative and/or customer facing role, with excellent 
communication skills and who always goes that extra mile for the customer. Being able to 
problem solve and think outside the box is crucial in this position. 

Joining H. R. Higgins, you will be entering into the world of speciality coffee and tea. You 
don’t need to be an expert right now, but a desire to be involved and expand your 
knowledge is an absolute must. As part of the role, you’ll undergo training in all aspects of 
our business, including barista training as well as taking part in regularly tastings and 
cupping sessions and enjoying the best that the world of coffee and tea have to offer. 

The ideal person will be warm, friendly with a good sense of humour, who can 
communicate effectively with both customers and colleagues.  

Most of all, we are looking for someone with a friendly, down-to-earth attitude and a desire 
to work hard to provide an outstanding service to all our customers. 

 



 

 

Main Duties: 

• Keeping on top of a busy inbox and responding to emails in a timely manner. 

• Generating monthly invoices for Coffee & Tea subscriptions 

• Maintaining Customer and Wholesale Accounts via a CRM system and updating 
accounts accordingly. 

• Submitting and processing payments. 

• Chasing up the Courier online portal, regarding deliveries and updating Customers 
where necessary. 

• Keeping up to date with all our latest blogs, promotions, and new product launches. 

• Account Management for Wholesale accounts 

• Dealing with telephone enquiries regarding our products. 

• Processing telephone orders and raising invoices. 

• Upselling where possible. 

• Booking in coffee machine services/dealing with call outs for coffee machine’s that 
require an engineer to visit site, chasing up service reports. 

• Keeping up to date with all daily tasks scheduled in, via CRM 

• Generating standing orders and preparing monthly coffee and tea subscriptions via 
our in-house system. 

• Participating in Barista training and Cupping sessions 

 

If you feel you have these qualities and attributes, we would love to hear from you. 

 

Benefits of working with us: 

One to one Barista training 

Monthly Coffee allowance  

Staff Discounts 

 

Job Types: Part-time, Permanent 


