
 

 

 

 
 
 
 
Job description 
HALCO is an energetic progressive company who's global success is perfectly related to its enthusiastic 
fast paced environment. 
This is a fantastic opportunity to be part of an enthused and lively culture based in our modern open 
plan Head office in Hereford. 
 
Benefits 

• New open plan office environment 
• Free Fridays Lunch provided for all employees 
• Training Courses provided 
• Excellent culture within the company – with rewards on results 

 
Responsibilities include: 

• Process customer orders using sage 200 
• Email customer Order confirmations 
• Despatch orders 
• Check stock 
• Process customer payments 
• Handle paperwork for ROW shipping 
• Support the sales team 
• Resolve customer complaints 

 
Required Skills and experience: 

• Excellent self organisation and focus required 
• High attention to detail and accuracy 
• Works well under pressure 
• Team player 
• Previous experience within an ordering processing/administration role - Essential 
• Knowledge of Sage software - preferred 
• Excellent at multi tasking and juggling priorities 

 
Job Types: Full-time, Permanent 
Salary: £26,000.00 - £28,000 per year 
Schedule: 

• Monday to Friday 
• 8am -4.30pm 

 
 

 

 

 

 


